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- Introduction

The report by BAREMA consultant Mudenge Edouard covers the period from April 30 to
August 31, 03. During this period the consultant could search for the required
information corresponding to the task descriptions.

According to the tasks assigned to the consultant, the work is divided into the following 3
large parts.

- Task 1. Automate and adapt the accounting, budget, wage and inventory services
to the COMSY S system.

- Task 2. Complete the task descriptions defined in the organizationd framework
and the one by consultant Irina Balta from 12/12/01 to 06/12/02.

- Task 3. Complete the adminigtrative procedures manuas of services of Planning,
Human Resources, Finance, Inventory, stock, supply and data collection.

M ethodology used

The method used to draft this work isto divide the redaction of this report into 3 large
parts cited above according to the task descriptions defined in tasks assgnments given to
the consultant. For this, each part will have the introduction, the description performed on
work as well as the annexes.



Task 1. Automate and adapt the services of accounting,

budget, wages and inventory to the COM SY S system.






I ntroduction

MINIJUST has benefited during this entire period from a complete network which
permits linking the Minisry to dl Public Prosecutor's depatments of the Rwandan
Republic. This sysem has dso facilitated a lot of tasks within the internd network of the
Minidry.

The task assgned to Consultant Barema Edouard is to see whether the following tasks
can be redized:

- Adapt, the program used for the budget, accounting and wages to the COMSY S
network.

- Work with the person responsible for the budget and the accounting while
working out a program which will dlow them to facilitate their routine tasks
within thelr services.

- Review the problems faced by the use of the program which permits performing
the inventory ingtdled by Alpha Soft under the MSD directives

- Also assg the personnd adminigtrator to automete their tasks.

In this report we are going to redtrict ourselves only to the above-cited options, the other
tasks entrusted to the consultant will be detailed in the next report.



Task 1.1 Adapt the budget program on the COM SYS network

After reviewing the operation of the program which the Ministry uses for the budget and
its operation, we noted that this program is protected by MINECOFIN due to the
sengtivity of this program. The person assigned to use this program is Chantd; she uses
an access code which redtricts access to others under the programs options. The data used
by MINIJUST does not need to be shared by other users.

After a discusson with Chantal, because she is responsble for the budget and the
accounting, she made the following recommendations to automate the routine tasks that
she performs:

Task 1.2. Automate the budget services.

Budget

The program used by MINIJUST is a program installed by MINECOFIN and used by al
the Rwandan Minidries, this program cannot be changed or improved or ingdled on the
MINIJUST COMSYS sysgem. The manner in which the program operates is df
contained. Any modification to the program is made by MINECOFIN aone.



Accounting
After the interview with Chantal she recounted her need to have a program which will
dlow her to automate management of bank accounts and petty cash.

Bank accounts

The MINIJUST manages 3 banking accounts at the Banque Nationde du Rwanda (BNR)
(Nationa Bank of Rwanda). According to the MINECOFIN requirements the ministry
must not have more than 3 accounts. Because of this the financing management is

difficult to peform originating from severa sub-projects. So as to provide for these
requirements, MINIJUST has 3 accounts at the BNR, but in order to manage these
accounts better MINIJUST has created other sub accounts used for internal management
of the Minigtry. These accounts and sub-accounts are the following:

+« Account 1201251 Representation Costs

o] 12012511 ACCT (TPIR)

o] 12012512 Agency of French speaking countries

o] 12012513 Colperation Suisse

o] 12012514 Representation costs

o] 12012515 Irdland

o] 12012516 J. Hopkins University

0] 12012517 Gacaca program

o] 12012518 L egidétive reform

o] 12012519 TPIR

Account 1201269 Mission costs

o] 12012691 Fuel

o] 12012692 Water and el ectricity

o] 12012693 Mission costs insde the Country

o] 12012694 Consultants salaries
o] 12012695 Staff adjustment of sdaries

« Account 1202612 Bonusfor judicid staff and military tribund
This account has no sub accounts, and israrely used

M ethod used for management of bank accounts:

- MINECOFIN dishurses to the MINIJUST account the amount foreseen on their
accounts at the Banque Nationae du Rwanda (BNR)



- The BNR gives transfer dips and extracts showing the movements made on the
account

- When the data reach MINIJUST, they are entered in aledger

- For each check issued the operation is also entered in the ledger held by Chantal
and Denise

How to verify the situation of one sub account e.g. Gacaca

- Check extracts showing the location of the account a the BNR

- Go into the ledger, s0 asto caculate manudly the operations made on this
account

- Cdculate the balance of these sub accounts

To verify this operation can easily take an hour or two.

Proposed solution

- Prepare a program which will permit automating management of the banking
accounts in Microsoft Access 2000

Advantage of the program

- This program will permit the user to automate reports, you will find in Annex A
the different reports which this program can generate
- Simple and direct caculation of balances of each sub account

To verify these operations, it can take some seconds when all operations are entered.



Petty Cash management

The MINIJUST petty cash is a cash fund which is provided with a sum of two hundred
thousand francs per month. This fund is supplied from money coming from the different
projects of the previoudy enumerated sub-accounts in the portion corresponding to the
bank accounts.

At the time of withdrawing of the money from the bank to the petty cash box this
operaion is entered in a ledger suitable for this operation, this amount is recorded in the
Entry column. When this sum is spent the amount is entered in the Outgoing column.

To find the outlays for a very specific period this operation takes severd minutes. For
that, we have proposed the following solution:
- Prepare a program for the petty cash management in Microsoft Access

You will find detalls of this program in Annex.

Task 1.3 Tracking of the stock, inventory and transport management program.

MINIJUST is provided with a stock management and inventory program. This program
dlowsthe MINIJUST to:

- Perform the inventory management of the stock of al MINIJUST assets,
- Perform the management of permanent and temporary assets,
- Perform the transport managemen.

Oper ation of the program

This program is used by the person responsible for the stock (Immaculé) as well as the
person responsible for the trangport (Faustin)
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Stock
Data are entered by the person responsible for the stock; s’he does not have any problem
in handling the program except for the data volume to enter.

Transport

Regarding the handling of the program, the person responsble for transport, has
confirmed to us that there is no problem in the manipulation of this program, and when
there is need for assgance, Alpha Soft intervenes a the desred moment. The
information volume is high thet is the only setback conveyed to me.

The person responsble for this program must take time to complete data in the program
because data entries are not up to date.

Task 1.4 Assist the personnel department to automate their tasks.

The MINIJUST wages are prepared by Perrine. The task st by MINIJUST is to develop
lists of wages and send it to MIFOTRA (Ministry of Public Service and Labor).

The models of tables used by this sarvice are sufficient in short to be able to enter the
data sent to the MIFOTRA; the only recommendation to make is to make a computer
avalable to this service, which will permit them to update their datain aregular fashion.
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Partial recommendations by the M SD

ad The budget and the accounting service needs a computer for themselvesto be
able to use the program which will perform the management of the bank
accounts and petty cash. The computer specifications are the following:
- Pentium IV Computer 1.7 GHz, 128 RAM, hard drive 40Gb, 15" color
Monitor, network card, Full multimedia,
- 700 VA Inverter
The personne service, dso (needs) a computer for themsalves with the same

specifications quoted above. Because in their services they require acomputer which will
permit the usage of data covering wages and personnd management.

Remarks

At the time of writing of this last report, we have to thank MSD because,
recommendations made above have been taken into consideration because the accounting
and the personnd service now have new computers on which, the data bases cited above
areingalled.

For the details of two programs see Annex A for the bank accounts management and
Annex B for the petty cash managemen.
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Bank Account Management Program

This management program will permit the MINIJUST agents to perform proper
management and sound tracking of the bank accounts and sub-accounts.

This program is written in Microsoft Access 2000.
Starting the program

- Double click on the Short icon for expenses
- And the following menu gppears

[Mrer : Fommulaire]

I. fichier Edition Affichage Wsertion format Enregistrements Qutils Fenétre 2

| B - EE] Al “§Y§]¢’M|Hm|-‘|g|.|
[— S —|2-]a-|L-[ ="
b
MENU PRINCIPAL
Rapports
— Saisie des comptes T ; 4 i
2 [& | i N [ st s
= Sous compke = R —
Saisie des opérations & Flan Camptable [a lE::lene;tedEsu?:T:a;trToddee
) —— donnée
i o ‘ Mawvement dun Listes des ordres de
@ ﬁ 5fCompte par Période ﬁ Paiement d'une periode
Se i donnée
) . ) ) Les soldes actuels
Quitter I'application (&
E [
Aﬂ o;;r?:t?ornegn excel
[ANNOTATION]
MAIN MENU
Entry of accounts Reports
Entry of operations View of all operations List of checksfor a
period
Sub account Accounting plan Lists of extract from an
account for agiven
period
Account Exit application Movement on a sub- List of payment orders
account for a period for agiven period.
Current balances
Send the operationsin
Excel
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Menu explanation

Entry of accounts
0 Entry of sub-accounts
o Entry of accounts
Entry of operations
Exit the application
0 By dicking on theicon “exit from gpplication”, thisdlows exiting from
the program and returning to the sarting point of the Windows menu.
Reports
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Account Entry

In this menu we have the possibility to enter the Sub Accounts and accounts.
The MOJ uses three accounts at the BNR (Banque Nationale du Rwanda)

These accounts are the following:
- Account number 1201251 Representation costs
- Account number 1201269 Mission costs
- Account number 1202612 Bonusfor judicid staff and military tribund

Procedureto enter accounts

Double click on the Shortcut icon “Expenses’

Click on the“Account” icon

In the menu which appears type the account number

Click inthe “ Account Name’ field, type the labdl of this account

Click on“Add” to add the tracking of an account or on “Delete” to delete the
account to be deleted

Click on“Closg” at the end of the entry

VVVYVY

Y

Saisie des comptes

Muméro de compte m

Maom du Compte iFrais de reprézentation
N ®|
Ajouter Supprimer ESymer

Enr: H!1”—1 LANILES BT )
» Click on above iconsin order to scan through the records

[annotation]
Accounts Entry

Account Number
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Account Name

Add

Delete

Close
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Entry of sub accounts

Double click on the Shortcut icon * Expenses’

Click on the “ Sub- Account” icon

In the menu which gppears type the Sub-account number

Click inthe Fid “ Sub-account Name”, type the label of this Sub account

Select the Account Number corresponding to the Sub-account

In the “ Sub-account Balance” fidd type theinitid baance of the Sub-account
Click on“Add’ to add the tracking of the Sub-accounts or “ Delete’ to delete the
Sub-account to be deleted

Click on“Closg” at the end of the entry

VVVYVVYVYY

Y

J Fichier Ecdition Affichage Inzedfion Fonmat Enregiztrements Qutik Fendétre £

K7

M- By | sme s @8zl Ta (@ @ 8e- 0.

J v|M55ansSeriF = E -iﬁ I §|§§E|ﬁ_|£'|£'“‘—_

|:|-|
3|

Saisie des sous comptes

4 Muméro du S/Compte Im—
Mom du 5/Compte I.&EET [TPIR]
Muméro du compte l1 201251 =l
Balance du 5/Campte ITDEIEI-

il

Ajouter Supprimer Fermer

Enr: |<|dﬂ 1 p]nimlsur 14

[annotation]
Entry of sub-accounts
Sub-account number
Sub-account name

Account Number
Sub-account balance

Add Deee Close



N.B.

- Attheend of entering the accounts and sub-accounts the program is ready at last to be
able to enter dailly movementsin the menu option “ Entry of accounting operations’.

- Regarding the entry of accounts and sub-accounts, it is not necessary to do it because

the data are dready entered, except for the new accounts and sub-accounts which will
be created after.
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Entry of accounting oper ations

In this menu you will have to enter the following operations:
o Date
0 Which represents the transfer date of the operation
0 Sub-account N° which represents the account that has been used to debit or credit
an account, N.B. this category should not be typed but selected because it has
been entered a the time of the Sub-account entry operation
0 Reference represents the 3 following options:
Check
Account extract

Payment order
0 Number representing the operation number (see mode record of daily operations
entry)
0 Description represents the description of the operation performed
0 Dehit representing the amount debited is the amount consumed by MINIJUST
0 Credit represents the amount disbursed by the Ministry of Financesto the BNR to
the benefit of the MINIJUST

E .'_.mu [avtion - AMchags rsriion  Fommat  Enreglairements Qutis Teglfre §
|- H | S EY S oA TRYT & (D e .
| I Zans Senf =lin (T e = G -|'= %
SAISIE DES OPERATIONS COMPTABLES
[ate N*SiComple  Aderce Hisredia Drksicyrusliven Dt Crédi Solde

i At o | [ o —

= ¥

Ajuter Htire 4 Joar Foia
Enrs mile 4 v s gmilif e g
Fode Farriddeine [

[Annotation]
ENTRY OF ACCOUNTING OPERATIONS

Date S/Acct. No. Reference Number Description Debit Credit Baance

Add Update Close
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> After having typed thisinformation, click on “Update’ and the cdculation of the
Bdance takes place automaticaly
» Click on*Add” to enter the new data or “Close’ to terminate operations
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Reports

Procedure

View of all the operations

By dicking on this option, you display dl operations without any ddimitation of

Accounting plan

This permits displaying al accounts and sub-accounts used by MINIJUST

Movement of a Sub-account by period

This option permits you to display movements performed on a sub account for a
well determined period.

Click on the “Movement” icon of a Sub-account
Type the Sart date

Type the end date

Type the sub-account number

The current balances

By clicking on this option, accounts and sub-accounts are displayed with
their balances

Send the operation in Excel

This option permits you to send to Excel al operations displayed in the
report View of al the operations.

List of checksfrom a period

This option permits you to display al operations made by check for a
given period.

List of extracts of accounts from a period

This option permits you to display al operations supported by account
extracts for a given period.

List of payments orders from a given period

This option permits you to display al operations made by Payment Order
for agiven period.
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Petty Cash management program

This petty cash management program will dlow the MINIJUST agents to perform sound
management and proper tracking of the Cash management.

This cash is provided at the beginning of every month for an amount of 200.000 Frw.
This program will permit:

- Simple management of the Petty cash
- Display or print Petty cash operations for a determined period as well as balances.

This program is executed in Microsoft Access 2000
Starting of the program

- Double click on the Shortcut icon * Petty cash’
- And the following menu gppears

cess - [ienu : Formulaire]

| fichier Edition Affichage insertion format Earegistrements Qutik fengte 2

-3 YiemEBEY o @2l zavy ars e BB,
M- daRy AR =il

| -] a[ele £ s|== =8 A& b b=t
b
Gestion de la Petite Caisse
Rapports
. Saisie des comptes : = | :
Apercu des opérations
~ Sous compte @l [ d'une périnde donnée
e Saisie des opérations
= | Compte @ ‘
Emvoyer les
Quitter I'application 24 | opérations en excel
{
i
1
[annotation]
Petty Cash Management
Entry of accounts Reports
View of operaionsfrom a
Sub account Entry of Operations given period
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Account | Exit Application | Send operations to Excel

Menu explanation

- Entry of accounts
0 Cf. User manud of the bank accounts management
- Entry of operations
- Exit application
0 By dicking on theicon to exit the gpplication this permits you to leave the
program and return to the starting point in the Windows menu

- Reports
This program foresees only 2 reports.

- view of operations for a given period
- Send thisinformation in Excel

Entry of operations

By dicking on the “Entry of operations’ menu the following menu appears.

[Oparations du jourl ]

J fichier Edition Affichage Inserfion format Enregistrements Cutils fendtie 2

E-HaRY|smes|o|asli eV a %@ 8iE-0.
| = [ M5 Sans Serf e sle 7z sE==a-A-E- ="

SAISIE DES OPERATIONS COMPTABLES

Date MN* Compte M* Compte reference [iézignation Entre Sortie Solde
WM 7 = = [ [ | g G

v

N | 2

Ajouter Mettre a Jour Fermer

Enr: Hl\'” 1 b!rl!»%isur‘1

[annotation]
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ENTRY OF ACCOUNTING OPERATIONS

Date Acct No. Acct. No. Reference Description Entry Exit Balance

Add Update Close

In this menu you have entered the following operations.

0 Date represents the transfer date of the operation

0 Account N° by default it is dways account 57 which represents the cash

0 Sub-account N° which represents the account which has been used to debit or
credit an account, N.B. this category is not typed but selected because it has
been entered at the time of the entry operation of the Sub-accounts

0 Reference represents the numbering of daily operations c.f. ledger mode

0 Description represents the description of the operation performed

0 Entry represents the provison of cash (it isthe withdrawa of the sum from
the BNR account to the MINIJUST petty cash)

0 Outlay representsthe exit of the sum from the MINIJUST petty cash

0 Balance this category represents the funds remaining in the petty cash

> After typing thisinformation, click on “Update’ and the Balance calculation takes
place autométicdly
» Click onto“Add’ to enter the new data or “Closg’ to finish operations
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Reports

o View of operationsfrom a given period
Procedure

Click on theicon “View of operations from agiven period

Type the sart date

Type the end date

And the report is displayed yidding the find balance of the petty cash

0 Send operationsin Excel

This option permits you to send to Excel dl operations displayed in the
report “View of adl operdtions’.
Procedure

Click on theicon “Send operationsin Exce”
Select Microsoft Excel

Thefile nameis displayed

Sdect the folder where the file will be written
Click on “Write’

o View of operationsfrom agiven period
Procedure

Click on theicon “View of operations from a given period’

Type the Sart date

Type the end date

And the report is displayed giving the fina baance of the petty cash

0 Send operationsin Excel

This option permits you to send to Excel dl the operations displayed in the
report “View dl operations’.
Procedure

Click on theicon “Send operationsin Excd”
Sdlect Microsoft Excel

Thefile nameis displayed

Sdect the folder where the file will be written
Click on “Write’
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Task 2. Completethetask descriptions defined in the
or ganizational framework of February 2003 and the one of
consultant Irina Balta from 12/12/01 to 06/12/02

31



- Task 2. Complete thetask descriptions defined in the organizational framework
and one of the consultants Irina Balta from 12/12/01 to 06/12/02.

Introduction

The organization chart of the Ministry of Justice and the Inditutional Relations as
officidly adopted by the Rwandan Government Council places in operation four
Divisions connected to the Centra Secretariat. A Contentious Service of State and
Governmenta Affairs under the supervision of a person respongble with the rank of
Generd Secretary are connected directly to the Minister's Cabinet.

In this report the consultant has been able to consult other previous reports so as to be
able to findize the tasks which have been assgned to him.

The details of each part will be madein its chapter

According to the volume of work, some modifications have been made on task 1, these
modifications limit the task descriptions to only the four following divisons

- Divison of Human Resources and support services

- Divison of Planning and evaudtion

- Divison of Adminigration of the Justice Department

- Divison of Legidation and Services to the Community

Themission of the consultant following this task has been to complete the work carried
out by the MSD consultant Irina Balta.

- Inattempting to compare the organic framework of February 03, the report by
Irinawith the current Situation on the ground, we noted that the update was
perfect in the Irinareport, we literally reproduced the datain this report regarding:
Divison of Human resources and support services, The Divison of Management
and Human resource development, the Division Chief of Financid affairsand
logigtics, the Person responsible for personnel and the Person responsible for
transport. The consultant's work will put more emphasize on the 3 remaining
divisons namely the Divison of Planning and evauation, Divison of Judtice
Department Adminigration, Divison of Legidation and Servicesto the
Community aswell as other remaining services of the Divison of Human
Resources and support services.

- Thethree other remaining Divisons namey the Divison of Planning and
evauation, the Divison of Justice Department adminigtration and Divison of
Legidation and community services has been detailed according to the model
made by Irina

Objectives

The main objective of thiswork on the task descriptions, isto giveto MINIJUST
employees amanud which will permit them to have a detailed description of their
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assignments and will alow increasing the respongbility of each one in their work pogt,
thiswill permit making afar assessment according to the quantity and the quality of
tasks accomplished and aso to make an equitable distribution between employees.

Sour ce of information

In order to have detalls of this information the consultant used the following documents:
- Organizationd framework from the month of February 2003
- Thereport of the MSD consultant Irina Bdta
- The procedures manua of financia management from June 2000

Other s sour ce of information
- Interview with the MINIJUST gaff namely:
0 TheDivison Chief of personnd
Adminigtrator responsible for the budget and accounting
The Director of planning and evaudtion
The Director of legidation and community services
The Director of the justice department administration

O 00O

Obstacles
- Some posts do not have persons responsible because they eft for training
- Vacant dotsfor certain postions
- Theassgnment of agents from some divisonsto the new COMSY S system
network, and positions that they held remain vacant

Procedurefor development of detailed task descriptions

- The methodology used is the one prescribed in the Irinareport in annex 11 page

63.
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I ntroduction

The Human Resources Divison isadivison which is very detalled in the Irina report of
December 12, 2001 to June 12, 2002 for the following position:

Divisgon of human resources and support services

Divison of Finances and Logidtics

Adminigtrator responsible for trangport

Divison of human resources management and development and
Adminigrator in charge of personnel

For this divison the following positions will be detailed in this report:

Accounting Divison (1)

Credit Manager (1)

Adminigtrator responsible for supplies (1)
Manager in charge of pensons (2)

Persons responsible for wages calculation (4)

N.B. The main observation which we can make for this Divison is that the Accounting
Divison is non-operationd, the duties of this Divison are done in the Divison of
Finances and Logidtics.
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POSITION DESCRIPTIONS: DIRECTOR OF HUMAN RESOURCES AND
SUPPORT SERVICES

ORGANIZATIONAL CHART

T
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Annex A.1

DESCRIPTION OF POSITION

LOCATION OF THE POST

CENTRAL ADMINISTRATION

DIVISION DIVISION

HUMAN RESOURCES AND SUPPORT HUMAN RESOURCES MANAGEMENT
SERVICES AND DEVELOPMENT
POSITIONTITLE CATEGORY AND GRADE

DIVISION CHIEF

SUBORDINATE TO (title of pogtion)
Divison Director of Human Resource and
Support Services

EMPLOYEES ANSWERING TO
POSITION (titles of pogtions)
Personnd manager (2),
Adminigtrator of pensons (3),
Adminigtrator of wages caculation (4),
Support agent (1),
Assgtants (7).
At present the total is 17 employees.

GENERAL OBJECTIVE OF THE POSTION

Provide services and generd counsdl in human resources for dl the clerical, secretarid,
adminigrative and professond saff of MINIJUST.

ACTIVITIES/MAIN TASKS

Ensure the dally distribution of mail received.

Ensure the tracking and updating of personnd files.
Make the indicatory annotations asto how the files will be processed by the

technicians.
Provide care for important files.

Record files to be transmitted to the hierarchical services.
Ensure the tracking of project files opened in the divison.

Enter of files and payment dips.
Verify payment schedule.
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Supervise work relaive to the monthly list of temporary workers.
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Check time shesets.

Check the deanliness of the minidry building in generd.

Assg collaborators in the upgrading of the service quality.

Seek out information relative to updating the service.

Prepare training plans each year for the ministry agents.

Participate in Establishing forecasts for staffing and plan recruitment.

Manage postion vacancies in the ministry.

Ensure the annua vacation planning for minisiry employees.

Ensure, coordinate and perform the tracking of the performance assessment of hisher
employees and ministry employees each quarter.

Participate in weekly meetings of the minidtry.

Organize weekly meetings with subordinates - to distribute tasks, and monthly
mestings to discuss the draft report of divison activity.

Resolve complaints of subordinates.

M ake recommendations for the gppointment, lateral move, promation, layoff, sdlary
increase of subordinates,

Represent the divison to explain files or possible problemsin the service,
Preparation of notes to make the ministry staff aware of socid or community acts.
Ensure the tracking of the budget execution: control of the card holding and the
periodic report writing.

Ensure the gpplication of procedures in human resources for the broad distribution of
procedures manua and the training in the ministry personnel material concerned and
Public Prosecutor’ s departments and courthouses.

Ensure and to control the updating of the procedures manud in human resources

PARTICULAR STIPULATONS (the use of equipment, third party relationships,
etc.)

For this pogtion it is necessary to:

Work with the computer and the calculator,

Use forms and records relative to the mail and personnel such as records for the
transmitted files, records for mail receipts, records for dispatched mail, checkout and
return dip, vacation requests, equipment requests, wages modification form sent to
the minisiry of the public service, and

Make contacts with authorities, the other services of the ministry and departments:.
Ministry of Finances, Ministry of Public Service, Banque Nationde du Rwanda,
Socid Security of Rwanda, “Sonarwa’ and "Soras' Insurance Companies, "Cestrar”
Labor union and the Human Rights Commission.

OTHER CHARACTERISTICS OF THE POSITION: night work, travel, work
conditions, etc.



Since gheis respongble for the adminidrative and finandd files of dl the ministry saff,
the divison head will have appropriate working conditions in order to ensure the integrity
and confidentidity of thesefiles.

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person in this position must:
have the legidative knowledge concerning recruitment, disciplinary measures,
vacdion, retirement, socia security, calculaion of wages, the individua labor
contract;

know the officid languages of the country;
use the computer and software such as. Word, Excel, Access.

STUDIESCOMPLETED, QUALIFICATIONS AND SPECIAL TRAINING,

The main fied should be public administration accompanied by a background in human
resource management. It is desirable to have a background based in accounting,
economics, and / or public finance, as wdl asagpecid training in interpersond
communication, filing, data processng, work organization, resolutions of labor conflicts
between employees and employers.

REQUIRED EXPERIENCE
From 3 to 5 yearsworking in personnel managemen.

PERSONALITY REQUIREMENTS

Capable of team work, able to serve as an example for subordinates, be able to delegate

and distribute tasks to subordinates, ability to make decisons independently concerning
higher tasks and activities.

Be demanding, responsible, punctual, open, honest, understanding.

Have patience, initiative and creetivity in the use of work methods and procedures.
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PHYS CAL REQUIREMENTS
Capable of physical and mental work under conditions of persistent disturbance by
outside factors, to be mobile.
OTHER REQUIREMENTS
AGE
There are no age redtrictions other than those foreseen by the labor code.
WORK HOURS
Observe working hours established for dl employees by the minigtry: from 8:00 in the
morning to 17:00 of in the evening with abreak from 12:30 to 13:30 for lunch. In

emergency Stuations or additiona tasks required by their immediate superior it is
possible they may be asked to work overtime.
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Annex A.2

POS TION DESCRIPTION

POSITION LOCATION

CENTRAL ADMINISTRATION

DIVISION DIVISION

HUMAN RESOURCES AND SUPPORT HUMAN RESOURCES MANAGEMENT
SERVICES AND DEVELOPMENT
POSITIONTITLE CATEGORY AND GRADE

DIVISION CHIEF

SUBORDINATE TO (title of position)

Divison Director of Human Resource and Support Services

EMPLOYEESANSWERING TO POSITION (position titles)

At

Manager responsible for personnd (2),
Adminigtrator of pensons (3),
Adminigtrator of wages caculation (4),
Support agent (1),

Assgants (7).

present the total is 17 employees.

GENERAL OBJECTIVE OF THE POSITION

Provide services and generd counsd in human resources for al the MINIJUST clericd,
secretarid, adminigrative and professond gaff.

ACTIVITIES/MAIN TASKS

Ensure the dally didribution of the mail received.

Ensure the tracking of the updating of the personnd files.

Make the annotation indications of the way in which the fileswill be processed by
technicians.

Provide care for important files.

Record files to transmit to hierarchical services.

Ensure tracking of project files opened in the division.

Enter files and wage dips.

Verify wage payment status.
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Supervise the works rdative to the monthly list of temporary workers.

Control time shests,

Control the deanliness of the minigtry building in generd.

Assg collaborators in upgrading the service qudity.

Seek out informetion relaive to the updating of the service.

Prepare training plans each year for ministry agents.

Participate in/ Establish forecasts for personnel and plan recruitment.

Handle positions vacanciesin the minidry.

Ensure the annua vacation scheduling for ministry employees.

Ensure, coordinate and perform the tracking of the performance assessment of hisher
immediate employees and ministry employees quarterly.

Participate in the weekly ministry meetings.

Organize weekly meetings with subordinates - to digtribute tasks, monthly meetings
to discuss the draft activity report of the divison.

Resolve complaints of subordinates.

Make recommendations for the nomination, laterd move, promotion, layoff, sdary
increase of subordinates.

Represent the division to explain files or the possible service problems.

Preparation of notes to make the ministry staff aware of sociad or community acts.
Ensure the tracking of the budget execution: contral of file kegping and the drafting
of periodic reports.

Ensure the gpplication of procedures in human resources by the broad distribution of
the procedures and training manuas in the personnel materia concerned of the
ministry, public prosecutor’ s departments and courthouses.

Ensure and control the updating of the procedures manua in human resources

PARTICULAR STIPULATIONS (the use of equipment, relationships with third
parties, etc.)

For this post it is necessary to:

Work with the computer and caculator,

Use forms and records relative to the mail and personnd such as record for the
transmitted files, record for mail receipts, record for the dispatched mail, outgoing

and return dip, request for vacation, request for equipment, form of wages
modification sent to the minigiry of public service, and

Make contacts with authorities, the other services of the ministry and departments:
Ministry of Finances, Ministry of Public Service, Banque Nationale du Rwanda,
Socia Security of Rwanda, Insurance companies of “Sonarwa' and "Soras', "Cestrar”
Labor Unions and the Commission of Human Rights.

OTHER CHARACTERISTICS OF THE POSITION: night work, travel, work
conditions, etc.



Since the person is respongble for the adminigrative and financid files of dl the ministry
personnel, the division chief will have proper working conditions to be able to ensure
thelr integrity and confidentiality.

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person in this postion must:
Know the legidation concerning recruitment, disciplinary measures, vacations,
retirement, socia security, the caculation of wages, the individua [abor contract ;

Know the officid languages of the country;
Use the computer and software such as. Word, Excel, Access.

STUDIESUNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

The main fidld must be public adminigiration accompanied by a background in human
resource management. It is desirable to have a background based on accounting,
economy, and / or public finance, as well as specid traning in interpersond
communication, filing, data processing, work organization, resolutions of |abor digputes
between employees and employers.

REQUIRED EXPERIENCE

From 3 to 5 years of work in the personnel management.

PERSONALITY REQUIREMENTS

Capable of team work, be able to act as example for subordinates, be able to delegate and
distribute tasks to subordinates, be able to make decisions independently concerning his
tasks and activities.

Be demanding, responsible, punctual, open, honest, understanding.

Have patience, initiative and creetivity in the use of work methods and procedures.
PHYSICAL REQUIREMENTS

Be auited for the physical and mental work under conditions of persistent disturbance by
outside factors, be mobile.

OTHER REQUIREMENTS
AGE

There are no age redtrictions other than those foreseen by the work code.



WORK HOURS

Observe the working hours established for al employees by the ministry: from 8:00in
the morning to 17:00 in the evening with a break from 12:30 to 13:30 for lunch In
gtuations of emergency or additiond tasks required by their immediate superior it is
possible they may be asked to work overtime.

45



Annex A.3

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Director of Human Resources and Support Human resource management
Services & devel opment
POSITIONTITLE CATEGORY AND GRADE
Divison Chief

SUBORDINATE TO (title of pogtion)

Director of Human Resources and Support Services

EMPLOYEES ANSWERING TO POSITION (titles of postions)
Personnd manager (2)
Adminigtrator respongble for pensions (3)
Adminigrator respongble for wages caculation (4)
Secretary (1)
Assgants (7)
Totd employeesis. 17

GENERAL OBJECTIVE OF THE POSITION

Provide services and general counsdl in human resources for all the staff of the
MINIJUST Central administration

ACTIVITESMAIN TASKS

Source organizational scope

Edablish gaffing estimates and plan recruitment;
Work out training plans for ministry agents;
Handle pogition vacanciesin the minidry;
Follow the updating of the personne files;
Prepare wage payment scheduling.
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Other sources

Ensure tracking of the consstency of personnd files

Make the annotation indications of the manner in which the fileswill be
processed by technicians

Initiate important files

Record files to tranamit to the hierarchica services

Ensure the tracking of project filesinitiated in the divison.

Enter the important files into the computer and the payment dips of consultants
Verify payment schedules

Supervise the works relaive to the monthly list of temporary workers

Control time sheets

Control the deanliness of the minidry building in generd

Assg collaborators in upgrading the service qudity

Seek out information relative to the updating of the service

Prepare each year in collaboration with DHSA and DPE directors the training
plansfor minisry agents

Participate or establish saffing forecasts and plan recruitment

Manage position vacancies in the ministry. Draft tasks descriptions for new
positions

Ensure the annud scheduling of vacations for ministry employees

Ensure, coordinate and track the performance assessment of his’/her employees
and (ministry) employees quarterly. develop performance indicators

Participate in the weekly mestings of the ministry

Organize meetings (with subordinates) weekly to digtribute tasks for a month; and
monthly to discuss the draft of the divison activity report

Resolve conflicts among subordinates

M ake recommendations for the gppointment, laterd move, promotion, layoff,
sdary increase of subordinates,

Represent the division to explain files or the possible problems of the service
Prepare notes to make the ministry staff aware of socid or community acts
Ensure the tracking of the budget execution: control the book- kegping of
intermediate files and drafting of periodic reports

Ensure the application of procedures in human resources for the broad distribution
of the procedure manud and training in the personnel materid of the ministry and
public prosecutor’ s departments and courthouses

Ensure and control the updating of the procedure manua in human resources
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PARTICULAR REQUIREMENTS

For this pogition it is necessary to:
Work with the computer and the calculator

Use forms and records relative to mail and personnel such asrecords for the
transmitted files, records for mail receipts, record for the mail sent, outgoing and
return dip, requests for vacation, requests for equipment, form for and
modification of wages sent to the Ministry of the public services and labor, the
chart for the career management of the ministry staff and the personne
adminigrativefile

Make contacts with authorities, the other services of the ministry and
departments: Minigtry of finances, Ministry of public service and labor, Banque
Nationae du Rwanda, Socid Security of Rwanda, Insurance companies,
‘CESTRAR’ Labor unions and the Human Rights Commission.

OTHER CARACTERISTICS OF THE STATION: night work, travel, work conditions
etc.

Since ghe is respongble for the adminidraive and financid files of dl the minisry saff,
the divison chief will have proper working conditions to be adle to ensure ther integrity
and confidentidity.

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this station should:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and the
| nternet;
Use of English and French;
Knowledge in legidation concerning recruitment, disciplinary measures; vacations,
retirement; socia security, calculaion of wages, individua |abor contract;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

A0 Public Administration, Management sciences, accompanied by abackground in
human resource management,

REQUIRED EXPERIENCE
Experience of 3 yearsin gaff management.

PERSONALITY REQUIREMENTS
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Be capable of team work, serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning higher tasks and
activities.

Be demanding, responsible, punctua, open, honest, understanding.

Have patience, initiative and cretivity in the use of work methods and procedures.

PHY SICAL REQUIREMENTS

Be suited to the physica and mental work under conditions of persistent disturbance by
outside factors, be mobile.

OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for al employees by the minigtry: from 7h00 in the
morning to 15h30 with abreak from 12h00 to 12h30. In emergency Situations or when
additional tasks are required by their immediate superior it is possible they may be asked
to work overtime.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex A4

POSITION DESCRIPTION

POSITION LOCATION

Centrd Administration

DIRECTION DIVISION

Director Human Resources and Services of Human resource and devel opment
support management

POSITIONTITLE CATEGORY AND GRADE
Personnel Manager State employee

SUBORDINATE TO (postion title)

Divison Chief of Human Resources Management and Devel opment

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVES OF THE POSITION

Keep the adminidrative files updated and track the consistency and the training of
minigtry agents.

ACTIVITESMAIN TASKS

Source organizationa framework

Keep the adminidretive files of agents;
Track the consstency of service agents;
Assess training needs,

Prepare training plans,

Track training and perfection of agents
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Other sources

Prepare different letters such as letters of assignment, service god, explanation of
request, laterd transfer, transfers and recording them in records before the
degtination.
Receive the agents each day who come to fill out RAMA cards (Health insurance)
File of the different adminidrative files of the ministry staff
File of letters and files received from the Ministry of Public Service and Labor
Prepare the form for the stage report of ministry agents after two years of service
Prepare the evauation sheet (Sgnds sheet) for ministry agents after the 3rd year of
service
Keep the supporting documentation of al agents who must be evaluated/ rated
Creete and keep updated the adminigrative files of ministry agentsincluding:

0 Checking thefileis complete

0 Writing an officid letter with the request for usage to complete the file

0 Includein due course the changes which occurred in the career, the sdary, the

domestic Stuation of agents

Assess training requirements of ministry agents to ensure their perfection by tracking
the identified needs
Track the consstency of agents from the service divison
Participate in the development of the training cendar and plan for Ministry of
Judtice agents in collaboration with the Minisiry of public service and labor
Prepare forms in personnd matters
Give advice and support to colleagues in personnel matters
Keep updated the procedures manua in human resources and distribute them to those
involved
Check the Organizationd framework, identify the vacant positions and to inform the
Minigry of public service and labor,

PARTICULAR REQUIREMENTS

For this pogition it is necessary to:
Work with the computer
Use forms and records relaive to mail and personnd such as vacation request form,
enrollment form in the socid security, training stage report form, descriptive
identification form, record for transmitted files, record of usage requests (for the
drivers to agents from the centra adminigtration of the Ministry of Jugtice), electronic
file records (created on the computer)
Assure and maintain relations with the ministry of the public service and labor, the
department of hedth insurance-RAMA,, the socid security of Rwanda, insurance

companies,

OTHER CHARACTERISTICS OF THE POSITION: night work, travel, work
conditions etc.



There are no special working conditions

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this station must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;

Practice English and French,
Have knowledge in legidation and regulaions in filing matters and storage of the
adminigrative personnd files.

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

AO: Public adminigtration, education, psychology, sociology, liberd arts,

REQUIRED EXPERIENCES

No experienceis required in this position

PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.

Be demanding, responsible, punctual, open, honest, understanding.
Have patience, initiative and credtivity in the use of work methods and procedures.
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PHY SICAL REQUIREMENTS

Be suited to the physical and menta work under conditions of persistent disturbance by
outside factors, be mobile.

OTHER REQUIREMENTS
AGE
There are no age regtrictions other than those foreseen by the labor code

WORK HOURS

Follow working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30. In emergency Situations or when
additiona tasks are required by their immediate superior it is possible they may be asked
to work overtime.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex A5

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION

Director Human Resources and Support
Services

DIVISION

Financid and Logidicd Affairs

POSITIONTITLE

Responsible for transport

CATEGORY AND GRADE

State Employee

SUBORDINATE TO (postion title)

Divison Chief of Financid and Logidticd Affairs

EMPLOYEES ANSWERING TO POSITION (titles of position)

- Drivers (10) telephone and request

GENERAL OBJECTIVE OF POSITION

Ensure the qudity service of trangport resources for ministry agents

ACTIVITESMAIN TASKS

Source organizationd framework

Asaure the Minigter's fave

Perform maintenance on the vehicle entrusted to him.

Other sources

Decide each morning on the assgnment of vehicles and the digtribution of fud for
those leaving on mission or for the specid and socia cases.
Digtribute each month the dlotment of 200 liters per vehicle

Process the mail eachday

Vidt the garages each day or ministry vehicles under repair
Receive each day the requests for vehicles by different services and divisions of
the ministry, public prosecutor’ s departments and courthouses (the last two are

infrequent cases)

Request and analyze pro-formainvoices for vehicle repair services when the

Stuations arise.

K eep the documentation of vehicles, control their state and use, by using sheetsin
conformity with the current procedures from the financid procedure manua




Write activities reports done at the end of every month for monthly reports and
every time when any extraordinary events happens (accidents for example)
Perform the follow up of problems announced by drivers

Organize meetings with drivers once amonth to perform the activities assessment
and the performance evauation of each driver, and every timewhenitis
necessary to stress the importance of road safety

Deveop performance indicators relative to the transport service

Resolve the socia cases, such asillness, bereavement efc.

Perform the tracking in disciplinary cases: 3 written explanations, temporary
suspension for 2 weeks, revocation,

PARTICULAR REQUIREMENTS

For this position it is necessary to:
Work with the computer and the calculator
Use forms and records such as: vehicle on-board log, vehicle individua repair
sheet, transport requisition form, request sheet for vehicle repair estimete,
monthly report of transport usage, exit and return dip, time shed,
Ensure and maintain relations with the ministry of trangport with the other
sarvices of the Ministry of Justice, with suppliers of goods and services in matters
of vehicle repair and maintenance and with the NGOs
Know how to use the database designed by Alpha Soft to manage the transport

OTHER CHARACTERISTICS OF THE POSITION: night work, travel, working
conditions etc.

There are no special working conditions



POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;

Use English and French,

Have knowledge in legidation and regulations in matters of highway code,

vehicle insurance and procedures in case of accident

Know how to drive

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

Automotive A2 Mechanic, an experience of 2 yearsin aservicein regard to transport

management
EXPERIENCE REQUIRED

Experience of 2 years service with respect to trangport management
PERSONALITY REQUIREMENTS

Capable of teamwork, set an example and motivate subordinates, delegate and distribute
tasks to subordinates, make independent decisions concerning his’her tasks and activities.
Be demanding, responsible, punctual, open, honest, understanding.

Have patience, initiative and creativity in the use of work methods and procedures.

PHYSICAL REQUIREMENTS

Be suited for the physical and menta work under conditions of persstent disturbance by
outsde factors, be mobile.

OTHER REQUIREMENTS
AGE
There are no age redtrictions other than those foreseen by the labor code

WORKING HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with abreak from 12h00 to 12h30. In emergency Situations or when
additiona tasks are required by their immediate superior the working of overtime may be
requested.
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A.6 annex

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Director Human Resources and Support Financid and Logigticd Affairs
Services

POSITIONTITLE CATEGORY AND GRADE
Credit manager State Employee

SUBORDINATE TO (position titl)

Divison Chief of Financid and Logistical Affairs

EMPLOYEES ANSWERING TO POSITION (titles of positions -

GENERAL OBJECTIVE OF THE POSITION
Ensure the quality service of credit management
ACTIVITESMAIN TASKS

Source organizationa framework

Participate in the budget development of the ministry and ensure its execution;
Track credits to the Minigtry of Finance;
Track misson costs both domestically and abroad.

PARTICULAR REQUIREMENTS

For this pogition it is necessary to:
Work with the computer and the cal culator
Ensure and maintain the Minigtry of Finance s reaions with the other services of
the Minigtry of Justice aswell asthe nationd Bank
Know how to use the database designed for management of the bank accounts
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OTHER CHARACTERISTICS OF THE STATION: night work, travel, working
conditions etc.
There are no special working conditions

POSITION REQUIREMENTS

KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;

Use English and French,

Have knowledge in public finance

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A1l in accounting, economics, public finance or management.
EXPERIENCE REQUIRED
There is no experience required in this pogtion
PERSONALITY REQUIREMENTS

Capable of teamwork, serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.

Be demanding, responsible, punctua, open, honest, understanding.

Have patience, initiative and creetivity in the use of work methods and procedures.

PHYSICAL REQUIREMENTS

Be suited for the physical and menta work under conditions of persstent disturbance by
outsde factors, be mobile.

OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORKING HOURS

Observe working hours established for al employees by the ministry: from 7h00 in the
morning to 15h30 with abresk from 12h00 to 12h30. In emergency Situations or when
additiona tasks are required by their immediate superior the working of overtime may be
requested.
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Annex A.7

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director Human Resources and Support Financid and Logidticd Affars
Services

POSITIONTITLE CATEGORY AND GRADE
Equipment supply manager State Employee

SUBORDINATE TO (postion title)

Divisond Chief of Financid and Logigticd Affars

EMPLOYEES ANSWERING TO POSITION (titles of positions) —

GENERAL OBJECTIVE OF THE POSITION
Ensure the sound management of ministry assets
ACTIVITESMAIN TASKS

Source organizationd framework

manage the equipment stock;

manage stock sheets;

establish sarvices needs in supplies and office equipment;
research the pro-formainvoices,

plan ratification of contracts

PARTICULAR REQUIREMENTS

For this pogition it is necessary to:
Work with the computer and the calculator
Ensure and maintain Ministry of Finance relaionships with the other services of
the Minigry of Justice as well asthe Nationd Bank
Know how to use the database designed by Alpha Soft for stock and inventory
management

OTHER POSITION CHARACTERISTICS: night work, travel, working conditions
etc.
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There are no special working conditions

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as: Windows, Word, Excel, PowerPoint and
I nternet;
Use English and French
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
Al in accounting, economics, public finances or management.
EXPERIENCE REQUIRED
There is no experience required for this position
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
di s_tri_b_ute tasks to subordinates, make decisions concerning his’her tasks and independent
activities.

Be demanding, responsible, punctual, open, honest, understanding.
Have patience, initiative and credtivity in the use of work methods and procedures.
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PHY SICAL REQUIREMENTS

Be auited to physical and mental work under conditions of persistent disturbance by the
outside factors, be mobile.

OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30. In emergency Stuations or
additiona tasks required by higher immediate superior the working of overtime may be
requested.

REMARKS AND RECOMMENDATIONS
No remarks
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A.8 annex

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of Human Resources and Support Management and human resource
Services development
POSITIONTITLE CATEGORY AND GRADE
Responsible for wages caculation State employee

SUBORDINATE TO (postion title)

Divisond Chief of Human Resources Management and Devel opment

EMPLOYEES ANSWERING TO POSITION (titles of positions -

GENERAL OBJECTIVE OF THE POSITION
Keep updated the adminidtrative files corresponding to the personnd wages
ACTIVITESMAIN TASKS

Source organizational framework

Cdculate and verify monthly the wages of ministry agents;
Establishment of paymentslids,

Filing the personnel wage ligts,

Cdculate the monthly or annual increases of agents

Other sources

- Makethe summary of wages for certifications of services accomplished

- Takecareof the financid file adjusment; this processing is divided into
caculations of vested rights, closure of files; end of career compensations,
indemnities for death and funera cods, the Minigteria decisons of quotation and
promotion, caculation tables for quoting and promotion and al other questions
under hisher respongibility:

- Paticipate in the spot works rdative to payment lists,

- Ensurethetracking of filesin MINECOFIN and report on the file progress status,

- Supervise works of filing reorganization of the financid filesin collaboration
with al agents with processing activities as their tasks.
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- Makereportsin May in order to prepare the budgetary reviews,

- Makeannud reportsin November every year

- Manage and ensure the tracking of bank credit files;

- Make quarterly declarations of wages

- Paticipatein activities of tracking wage payment lists for MIFOTRA,;

- Paticipate in the spot works relative to wage payment lists,

- Make the data entry to the computer

- Paticipate in the establishment of wages declarations (late) of personnd under
contract;

- Make summaries of ASA wages

- Manage ASA request files by using the necessary records,

- Typethe ASA

- Paticipatein activities to establish declarations of articled agents salaries

PARTICULAR REQUIREMENTS

For this pogition it is necessary to:
Work with the computer
Assure and maintain relaions with the Ministry of public service and labor, the
Department of hedth insurance-RAMA, Socid security of Rwanda, insurance
companies,

OTHER CHARACTERISTICS OF THE POSITION: night work, trave, working
conditions etc.

There are no special working conditions
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POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use English and French

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A2 Commerce and accounting, law and adminigtration, math - physics,
REQUIRED EXPERIENCES
Experience of 2 yearsin administration
PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning hisher tasks and
activities.

Be demanding, responsible, punctual, open, honest, understanding.

Have patience, initiative and creativity in the use of work methods and procedures.

PHYSICAL REQUIREMENTS

Be suited to the physical and menta work under conditions of persistent disturbance by
the outside factors, be mobile.

OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30. In emergency Situations or when
additional tasks are required by their immediate superior the working of overtime may be
requested.

REMARKS AND RECOMMENDATIONS
No remarks



A.9 annex

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director Human Resources and Support Human resources and devel opment
Sarvices management

POSITIONTITLE CATEGORY AND GRADE
Responsible for wages calculation State employee

SUBORDINATE TO (position title)

Divisond Chief Human Resources Deve opment and Management

EMPLOYEES ANSWERING TO POSITION (titles of postions -

GENERAL OBJECTIVE OF THE POSITION
Keep the adminigtrative files updated corresponding to the personnd wages
ACTIVITESMAIN TASKS

Source organi zational framework

Cdculate and verify monthly sdaries of ministry agents;
Egtablishment of wage ligs,

Ordering of personnd wageligts;

Cdculate the monthly or annual increases of agents

Other sources

- Summarize the wages for certifications of services accomplished

- Take care of the processing of financid files; this processing is divided into
caculaions of vested rights, closure of files, end of career calculations,
indemnities for death and funerd cogts, the Ministerid decisions of quotations
and promotion, tables of caculations for quotations and promotion and any other
questions relevant to his’her respongibility,:

- Paticipate in the spot works relaive to lists of payment schedules,
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- Ensurethetracking of filesfor MINECOFIN and report on the file progress
gatus,

- Supervise reorganization works of filing financid filesin collaboration with dl
agents who have processing task activities.

- Maéakereportsin May in order to devel op the budgetary reviews,

- Makeannud reportsin November of every year

- Manage and ensure the tracking of bank credit files;

- Makethe quarterly wage declarations

- Paticipate in tracking activities of payment schedulesto MIFOTRA,;

- Paticipate in the spot works relative to lists of payment schedules,

- Enter data to the computer

- Paticipate in the establishment of salaries declarations (late) of the personndl
under contracts,

- Summarize the ASA wages

- Manage the ASA request files by using the necessary records,

- Typethe ASA

- Paticipate in activities to establish the sdaries declarations of agents under legd
gatutes

PARTICULAR REQUIREMENTS

For this pogition it is necessary to:
Work with the computer
Ensure and maintain relations with the Ministry of public service and |abor, the
Department of hedlth insurance-RAMA, the socid security of Rwanda, insurance
companies,

OTHER CHARACTERISTICS OF THE POSITION: night work, travel, working
conditions etc.

There are no special working conditions
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POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A2 Commerce and accounting, law and adminigtration, math - physics,
REQUIRED EXPERIENCES
Experience of 2 yearsin administration
PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning hisher tasks and
activities.

Be demanding, responsible, punctual, open, honest, understanding.

Have patience, initiative and creativity in the use of work methods and procedures.

PHYSICAL REQUIREMENTS

Be suited for the physica and mental work in conditions of persstent disturbance by
outsde factors, be mobile.

OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30. In emergency Situations or when
additiona tasks are required by their immediate superior the working of overtime may be
requested.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex A.10

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION

Director of Human Resources and Support
Services

DIVISION

Human resource development and

management

POSITIONTITLE

Adminigtrator respongble for pensons

CATEGORY AND GRADE

State employee

SUBORDINATE TO (postion title)

Divisond Chief of Human Resources Management and Devel opment

EMPLOY EES ANSWERING TO POSITION (titles of positions -

GENERAL OBJECTIVE OF THE POSITION

Keep updated the adminigrative files of pensons and risks

ACTIVITESMAIN TASKS

Source organizationd framework

Keeping up to date with the personnel Stuation in matters of penson and

professona risks,

Redation with the C.S.R and the other processes of the country involved in the
processing the personne files - inform the personnd on the Satus of ther files
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Other sources

- Edtablishment of quarterly lists (declarations of wages);

- Prepare thefilesto send to Socia Security;

- Assgnment of personnd number for new hires,

- Survey of individua accounts (Lists)

- Receipt of requests

- Prepare certifications of services accomplished (pensoners)

PARTICULAR REQUIREMENTS

For this pogition it is necessary to:
Work with the computer
Ensure and maintain relaions with the Ministry of public service and |abor, the
Department of hedlth insurance-RAMA,, the Socia Security of Rwanda,
insurance companies,

OTHER CHARACTERISTICS OF THE POSITION: night work, travel, working
conditions etc.

There are no special working conditions
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POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A2 Commerce and accounting, law and adminigtration, math - physics,
REQUIRED EXPERIENCE
Experience of 2 yearsin administration
PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning hisher tasks and
activities.

Be demanding, responsible, punctual, open, honest, understanding.

Have patience, initiative and creativity in the use of work methods and procedures.

PHYSICAL REQUIREMENTS

Be suited for physical and mental work under conditions of persistent disturbance by
outsde factors, be mobile.

OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30. In emergency Situations or when
additional tasks are required by their immediate superior the working of overtime may be
requested.

REMARKS AND RECOMMENDATIONS
No remarks
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I ntroduction

Asthe organization chart hereunder indicates, the Adminigration Division of the Jugtice
Department is a Divison comprised of 3 divisions, 10 positions for the persons
responsible for different services and 3 secretaries, some elements have been added to the
options defined in the organizationa framework, because after the update of the
organizationa framework of February 2003, alot of modifications have not been made

on the questionnaire sent out to the different services.

Y ou will find in Annex B, al the corresponding information with these modifications.
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DESCRIPTION OF THE POSITION: ADMINISTRATIVE DIRECTOR OF THE
JUSTICE DEPARTMENT.
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Annex B.1

DESCRIPTION OF POSITION: ADMINISTRATIVE DIVISION OF THE JUSTICE
DEPARTMENT

POSITION DESCRIPTION

POSITION LOCATION

Centra adminigtration

DIRECTION DIVISION

Adminigrative Director of the Justice
Department

POSITIONTITLE CATEGORY:

Director GRADE: Director

SUBORDINATE TO (title of pogtion)

Generd Secretary

EMPLOYEES ANSWERING TO POSITION (title of positions)
Divison Chief (3)

Responsible for the different services (10)

Secretary (3)

The employeetotd is. 16

GENERAL OBJECTIVE OF THE POSITION

The Administration Division of the Justice Department has as main objective to
supervise, coordinate and control service activities of public prosecutor departments,
Supreme Court and the Higher Council of the Magistracy

ACTIVITESMAIN TASKS

Organizationd framework

Supervise, coordinate and control services activities of public prosecutor
departments

Ensure the tracking of reports with the Supreme Court and the Higher Council of
the Magistracy
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Collaborate with the nationd police services and the internationd ingtitutions
assigned to fight againg crime

Study measures for crime prevention and other questions relative to the judicia
power of atorney and propose solutions

Participate in the development of training projects for public prosecutor
department personnel

Ensure the tracking of the congstency of agents for the service management

Supervise, coordinate and control services activities of public prosecutor
departments

Annud reports
Other tasks

Adminigration of the legd sysem

Ensure an efficient operation of the legal system

Inspection visits and meetings with public prosecutor departments and
jurisdictions

Participate in the recruitment of agents (Agents of the judiciary and officers of the
public minigtry)

Ensure the tracking and processing of the adminidrative files of agentsfrom
public prosecutor departments and jurisdictions every year

Track the confession procedure in dl public prosecutor departments and prisons
Transfer of prisoners to the place of the crime’ s execution

PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the judicia procedure
Ensure and maintain relations with other services of the ministry
Know how to use the Microsoft Project program

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
| nternet;

Have solid training in human resource management
Use English and French,

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

AQinLaw
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EXPERIENCE REQUIRED
At least 5 years experience in the Rwandan judicid system or in public administration.
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
digtribute tasks to subordinates, make independent decisions concerning higher tasks and
activities.
PHYSICAL REQUIREMENTS

OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for al employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS

No remarks
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Annex B.2

DESCRIPTION OF POSITION: ADMINISTRATION DIVISION OF THE JUSTICE
DEPARTMENT

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

MANAGEMENT DIVISION

Adminidrative Director of the Justice Divison Adminidrative Chief of the public
Department prosecutor departments
POSITIONTITLE CATEGORY AND GRADE

Divison Chief

SUBORDINATE TO (postion title)

Adminidrative Director of the Justice Department

EMPLOYEES ANSWERING TO POSITION (title of positions)
Adminigrator of different services (2)

The employeetotd is 2

GENERAL OBJECTIVE OF THE POSITION

The main objective of this Divison isto ensure a sound adminidration of public
prosecutor departments
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ACTIVITESMAIN TASKS

Organizationd framework

Participate in the recruitment and the management of the public prosecutor
departments personnel other that those of the crimina investigation department;
Apply statutes of the judicid gtaff of public prosecutor departments,

Establish the advancement charts of the public prosecutor departments staff;
Hear and examine requests from people from the public prosecutor departments;
Study measures with aview to upgrading the performance of the public
prosecutor department’ s steff;

Examine the administrative reports of public prosecutor departments;

Conduct working vigits to the services of public prosecutor departments,
Produce annud reports of activities

PARTICULAR REQUIREMENTS
Have an in-depth knowledge of the judicia procedure
Ensure and maintain relations with other services of the ministry
Know how to use the Microsoft Project program
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as: Windows, Word, Excel, PowerPoint and
Internet;
Have a solid training in human resource management
Use English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

AOinLaw
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EXPERIENCE REQUIRED
Experience of at least 3 yearsin the judicid fidd.
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning hisher tasks and
activities.
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex B.3

DESCRIPTION OF POSITION: DIVISION OF RELATIONSWITH THE LEGAL
SERVICES

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Adminidrétive Director of the Justice Divison Chief of Relations with the
Department judicia services
POSITIONTITLE CATEGORY AND GRADE
Divison Chief

SUBORDINATE TO (postion title)

Adminidrative Director of the Justice Department

EMPLOYEES ANSWERING TO POSITION (title of positions
Adminigrator of different services (2)

The employeetotd is. 2

GENERAL OBJECTIVE OF THE POSITION

The main objective of the Divison of Relaions with judicia servicesisto be adleto
ensure good relations with courts and tribunds, “ Gacaca’ and other judicia services.
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ACTIVITESMAIN TASKS

Organizationd framework

Participate in the recruitment and management of court and tribuna personnel
others than those of the Supreme Court;

Ensure the tracking of the gpplication of agent Satutes of ajudicid nature from
courts and tribunds,

Examine and process requests from court and tribuna personne and establish the
advancement charts of agents whose files are managed by the divison;

Study measures with aview to upgrading the performance of court and tribunal
agents;

Examine the adminigrative reports of courts and tribunds,

Conduct working vigitsin court and tribund services,

Produce quarterly and yearly reports of activities

Other sources

- Ensure the tracking of Gacaca redizations
PARTICULAR REQUIREMENTS
Have an in-depth knowledge of the judicid procedure
Ensure and maintain relations with other ministry services such as courts and
tribunals, Gacaca etc.
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;

Have a solid background in human resource management
Use English and French,

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOinLaw or in Public Adminigration
REQUIRED EXPERIENCES

Experience of a least 3 yearsin the judicid fied.



PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning his’her tasks and
adtivities.

PHY SICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS
Ohbserve working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with abregk from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex B.4

DESCRIPTION OF POSITION: CRIMINAL RECORDS DIVISION

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Adminidrative Director of the Justice Divisgon Chief of Crimind records
Departmernt

POSITIONTITLE CATEGORY AND GRADE
Divison Chief

SUBORDINATE TO (postion title)

Adminidrative Director of the Justice Department

EMPLOYEES ANSWERING TO POSITION (title of positions

Adminigrator of various service (6)
Secretary (2)

Tota employeesis: 8

GENERAL OBJECTIVE OF THE POSITION

The main objective of the Crimind Records Divison isto perform good tracking and
good conservation of the crimind record files.

ACTIVITESMAIN TASKS

Organizationd framework

Condtitute and keep the centrd file of crimina records;
Déliver the crimina records extracts,

Prepare reports giving crimind policy guideines,
Collaborate with the Nationd Police service,

Receive and collect copies of judgment;

Produce the quarterly and yearly reports of activities




PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the judicia procedure

POSITION REQUIREMENTS

KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and

Internet;

Use English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AQin Law, in criminology,
REQUIRED EXPERIENCES
Experience of at least 3 yearsin the judicid field and especidly in crimind matters
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
di s_tri_b_ute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.
PHY SICAL REQUIREMENTS

OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex B.5

DESCRIPTION OF POSITION: RESPONSIBLE FOR THE APPLICATION OF
STATUTES AND CONTENTIOUS BUSINESS

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

MANAGEMENT DIVISION

Adminigrative Director of the Justice Divison Adminigrative Chief of the public
Department prosecutor departments
POSITIONTITLE CATEGORY AND GRADE

Responsible for gpplication of statutes and State employee
contentious business

SUBORDINATE TO (position titl)

Divison Adminidirative Chief of the public prosecutor departments

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The adminigtrator for the application of statutes and the contentious business has astheir
main objective to control the texts governing the public prosecutor department personnd.

ACTIVITESMAIN TASKS

Organizationd framework

Responsible for the control of the gpplication of statutes (advancesin grades,
sanctions...) and other regulatory texts governing the staff of public prosecutor
departments

Andyze requests from public prosecutor department’ s agents relative to the
management of their career (laterd move, sdlary adjusment)
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PARTICULAR REQUIREMENTS

Have an in-depth knowledge of judicia procedure
Have a sound knowledge on personnel management

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this postion must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AlinLaw or in adminigtration
REQUIRED EXPERIENCES
Experience of a least 2 yearsin the judicid field
PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, make
independent decisions concerning higher tasks and activities.

PHY SICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks

87



Annex B.6

DESCRIPTION OF POSITION: RESPONSIBLE FOR THE TECHNICAL
INSPECTION OF PUBLIC PROSECUTOR DEPARTMENTS

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Adminidrative Director of the Justice Divison Adminidrative Chief of the public
Departmert prosecutor departments
POSITIONTITLE CATEGORY AND GRADE

Responsble for the technical ingpection of State employee
public prosecutor departments

SUBORDINATE TO (position title)

Divison Adminigrative Chief of the public prosecutor departments

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The person responsible for the technica ingpection of public prosecutor departments has
astheir main objective to perform the performance tracking of ingpection viststo public
prosecutor departments.

ACTIVITESMAIN TASKS

Organizationd framework

Responsible for the conduct of ingpection visits to public prosecutor departments
Coordination of activities reports from public prosecutor departments
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PARTICULAR REQUIREMENTS
Have an in-depth knowledge of the judicia procedure
POSITION REQUIREMENTS

KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and

I nternet;

Use of English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AlinLaw or in public administration
REQUIRED EXPERIENCES
Experience of at leest 2 yearsin thejudicid fidd
PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, make
independent decisions concerning hisher tasks and activities.

PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for dl employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks

89



Annex B.7

DESCRIPTION OF POSITION: RESPONSIBLE FOR THE APPLICATION OF
AGENTS STATUTES OF THE JUDICIAL AND CONTENTIOUS BUSINESS KIND

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Adminigrative Director of the Justice Divison Chief of Relation with thejudicid
Department services

POSITIONTITLE CATEGORY AND GRADE
Responsible for the application of agents State employee

datutes of the judicid and contentious

busnesskind

SUBORDINATE TO (position title)

Dividgon Chief of relations with the judicid services

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The main objective of this service isto ensure the proper operation of statutes and other
regulatory texts of court and tribuna agents

ACTIVITESMAIN TASKS

Organizationd framework

control the gpplication of statutes and other regulatory texts governing court and

tribuna agents;
andyze the different requests from court and tribunal agentsin relation to career

management, laterd moves, salary adjustment.
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PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the judicia procedure
Have knowledge of personnel management

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AlinLaw or in public administration
EXPERIENCE REQUIRED
Experience of at least 2 yearsin the judicid field
PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, make
independent decisions concerning higher tasks and activities.

PHY SICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex B.8

DESCRIPTION OF POSITION: RESPONSIBLE FOR THE JUDICIAL ACTIVITY
COORDINATION

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Adminigtrative Director of the Justice Divison Chief of Rdaionswith the
Department judicid services
POSITIONTITLE CATEGORY AND GRADE
Responsible for thejudicid activity State employee

coordination

SUBORDINATE TO (position titl)

Divison Chief of relations with the judicid services

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The main objective of this service and to ensure the tracking and the assessment of course
activities and tribundls

ACTIVITESMAIN TASKS

Organizationd framework

Ensure the tracking and assessment of Court and Tribunas activities.
PARTICULAR REQUIREMENTS

Have an in-depth knowledge of judicia procedure

92




POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this pogition mudt:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
I nternet; Microsoft Project
Use English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AlinLaw or in public administration
EXPERIENCE REQUIRED
Experience of a least 2 yearsin the judicid fidd
PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, make decisons
concerning his’her tasks and independent activities.

PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

HOURS OF WORK
Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex B.9

DESCRIPTION OF POSITION: RESPONSIBLE FOR CRIMINAL RECORDSS

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Adminigtrative Director of the Justice Divison Chief of Crimind records
Department

POSITIONTITLE CATEGORY AND GRADE
Responsble for crimind records State employee

SUBORDINATE TO (title of position)

Divison Chief of Crimind records

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The adminigtrator responsible for crimina records has as their main objective the
tracking of all files corresponding to the crimind records

ACTIVITESMAIN TASKS

Organizationd framework

Receipt of crimind record requests;

Investigation of crimina record request files,

Crimind records delivery;

Production of the quarterly and yearly reports of activities,

PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the judicia procedure
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POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this pogition mudt:
Know how to use the computer such as: Windows, Word, Excel, PowerPoint and
Internet
Use of English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A2 Law and adminigiration
EXPERIENCE REQUIRED
Experience of a least 5 years in the administration of justice

PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, make
independent decisions concerning higher tasks and activities.

PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

HOURS OF WORK
Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex B.10

DESCRIPTION OF POSITION: RESPONSIBLE FOR USAGE OF CRIMINAL
BEHAVIOR REPORTS

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Adminidrative Director of the Justice Chief of Divison Crimind records
Department

POSITIONTITLE CATEGORY AND GRADE
Responsgible for the usage of report on State employee

crimina behavior

SUBORDINATE TO (heading of the position)

Divison Chief of Crimind records

EMPLOYEES ANSWERING TO POSITION (titles of positions)

N.B. This position has 3 agents with the same functions

GENERAL OBJECTIVE OF THE POSITION

The adminigtrator responsible for the usage reports on crimina behavior has astheir main
objective to perform a sound tracking of reports on crimina behavior.

ACTIVITESMAIN TASKS

Organizationa framework

Gather and use reports on crimina behavior;
Enter data on the computer media;
Collect copies of judgments.
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PARTICULAR REQUIREMENTS
Have an in-depth knowledge of the judicia procedure
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this postion must:
Know how to use the computer as: Windows, Word, Excel, PowerPoint and
Internet
Use of English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A2 Law and adminigration
EXPERIENCE REQUIRED
Experience of at least 5 yearsin the adminidiration of the justice

PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and to motivate subordinates, make
independent decisions concerning his’her tasks and activities.

PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for dl employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex B.11

DESCRIPTION OF POSITION: RESPONSIBLE FOR STUDY AND POLICY
GUIDELINES ON CRIMINAL BEHAVIOR

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIVISION DIVISION

Adminidrative Director of the Justice Divisgon Chief of Crimind records
Department

POSITIONTITLE CATEGORY AND GRADE
Responsible for study and guiddines on State employee

crimina behavior policy

SUBORDINATE TO (title of the pogtion)

Divison Chief Crimind records

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The adminigtrator respongble for sudy and orientation of the policy on crimind behavior
has as their main objective to perform a proper tracking of reports on crimina behavior.

ACTIVITESMAIN TASKS

Organizationd framework

Collaborate with the nationd police in matters of fighting crime;
Participate in proceedings on internationd crimina policies;
Propose solutions on the guiddines of the nationa crimind policies;
Produce the quarterly and yearly reports of activities
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PARTICULAR REQUIREMENTS
Have an in-depth knowledge of the judicia procedure
POSITION REQUIREMENTS

KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as: Windows, Word, Excel, PowerPoint and

Internet

Use English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOinLaw
EXPERIENCE REQUIRED
Experience of at least 2 yearsin the judicid domain

PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, make
independent decisions concerning his’her tasks and activities.

PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for al employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks

99



Annex B.12

DESCRIPTION OF POSITION: RECORDS ENTRY SECRETARY

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Adminigtrative Director of the Justice Divison Chief of Crimind records
Department

POSITIONTITLE CATEGORY AND GRADE
Records entry secretary State employee

SUBORDINATE TO (title of the position)

Dividon Chief of Crimind records

EMPLOYEES ANSWERING TO POSITION (titles of positions)

N.B. This position has 2 agents having the same functions

GENERAL OBJECTIVE OF THE POSITION

The main objective of this pogtion isto update divison files as well as perform the
routine works of the secretariat.

ACTIVITESMAIN TASKS

Organizationd framework

Wecome and guide vigitors
K eep appointment books
File documents

Answer teephone calls
Enter correspondence

100




PARTICULAR REQUIREMENTS
No particular requirements
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet
User English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A2 in Secretariat, Letters, Law and Adminigtration or Socid (Studies)
EXPERIENCE REQUIRED
Experience of at least 2 yearsin the secretaria position

PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, make
independent decisions concerning his’her tasks and activities.

PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for al employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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I ntroduction

The Planning and Evaluation Division is a division that has as its main objective, the

coordination of all Ministry activities.

This Divison according to the Organizationd framework has 2 divisons, 3 pogitions for
different services, 3 postions for programmers and 3 positions for secretaries.
Following the new proposal to insert anew Divison responsible for ICT into dl
minigtries, the changes will be made in the future to the Information and Data Processing
Divison.

There are dso other specia observations and recommendations for this Divison

Obsarvations and recommendations

- TheDivison of the Planning and Evauation of the Minigry of JudiceisaDivison
that asks for a person technicaly strong in law. On that, in the Organizationa
framework of the Minigtry of Justice, the requirements and specifics of the position is
changed into AO Law instead of AQ in economics, liberal and socid arts,
management, public adminigtration.

- Organize atraining of division agents to the course of Microsoft Project because this
program will alow agents to make good projections of their activities.

- CreateaDivigonin charge of ICT, and look for premiums for Ministry programmers,
because the ministry has much invested in the training of these programmersin order
to be able to ensure the maintenance and the proper tracking of their equipment and
the COMSY S system as well as other data bases used by the ministry. These
premiums are judtifiable because programmers are assets paid for in other indtitutions.

Youwill find in annex C, dl the information corresponding to these modifications.

103



DESCRIPTION OF POSITION: DIRECTOR OF PLANNING AND EVALUATION

ORGANIZATIONAL CHART

Organization chart of the Planning and Evauation Divison

N.B. According to this organizationd chart, in the divison responsible for the study,
there is avacant position, because Ngoga Emile has been assigned to Information
Technology and Data Processing
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Annex C.1

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION
Divison Director of Study and Plaming
POSITIONTITLE GRADE
Director Director

SUBORDINATE TO (title of the position)

General Secretary

EMPLOYEES ANSWERING TO POSITION (title of position)

Divison Chief (2)

Responsible for study (2)

Responsible for the Tracking and assessment (1)
Secretary (2)

Programmers (3)

The totd employeesis 10

GENERAL OBJECTIVE OF THE POSITION

The Planning Division is a division that has as its main objective, the coordination of all

Ministry activities.
ACTIVITESMAIN TASKS

Source organizationd framework

Contribute to the development of ministry policies, Srategies and globa action plan;
Direct, coordinate and control activities of the divison;

Participate in the development of the Ministry budget and track its execution in
relation to the divison;

Ensure the tracking of the consistency of agents of the service divison;

Prepare the annud report of activities.

Other tasks
Represent MINIJUST in dl the government's meetings
Give the technica noticesto al the MINIJUST files
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Prepare dtrategic terms documents (July and August of every year)
Coordinate projects operating with MINIJUST
Manage MINIJUST correspondence with projects and others Ministries

PARTICULAR REQUIREMENTS
Know how to use the Microsoft Project program
Have a background in law training
Ensure and maintain relations with the other Minigtry divisons
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this pogition must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
I nternet; Microsoft Project
Use English and French,

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

AO0 in economics, liberd arts and socid science, management, public adminigration.
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EXPERIENCE REQUIRED
Experience of 5 yearsin the adminigration in regard with planning.
PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning hisher tasks and
activities.

PHY SICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for dl employees by the minigry: from 7h00 in the
morning to 15h30 with a bresk from 12h00 to 12h30.
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Annex C.2

DESCRIPTION OF POSITION: DIVISION CHIEF OF STUDIES AND PLANNING

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of the Planning and Study Divison Study and Planning
POSITIONTITLE GRADE

Divison Chief

SUBORDINATE TO (pogtion title)

Director of Planning and evauation

EMPLOYEES ANSWERING TO POSITION (title of pogtions)
Responsible for sudy (2)
Responsble for Tracking and assessment (1)

Thetota employessis 3

GENERAL OBJECTIVE OF THE POSITION

This Divison has as its main objective to provide to the Planning Division al technica
informetion for the tracking of this Divison.

ACTIVITESMAIN TASKS

Source organizational framework

Coordinate the development of sector policies and strategies,

Prepare the globd action plan of the ministry;

Concelive, plan and program projects.

Supervise the work relative to the preparation of the public investment program
(PIP);

Follow dl correspondence rdlative to affairs covered by the service,

Produce the quarterly and yearly reports of activities.

PARTICULAR REQUIREMENTS
Know how to use the Microsoft Project program

Have a background of legd training
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Ensure and maintain rdations with the other Ministry divisons
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet; Microsoft Project
Use English and French;

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

AOQin liberd arts, management, economic sciences, public adminigration, in-
depth knowledge of information terminology and use of French and English

EXPERIENCE REQUIRED

Experience of 3 yearsin adminigtration in regard to project studies
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and to
distribute tasks to subordinates, make decisions concerning his’her tasks and independent
activities.
PHY SICAL REQUIREMENTS

OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS
Ohbserve working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

109



Annex C.3

DESCRIPTION OF POSITION: DIVISION CHIEF

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Director of the Planning and Evduation Dividon of Information Technology and
Data Processing

POSITIONTITLE CATEGORY AND GRADE

Divison Chief of Information Technology
and Data Processing

SUBORDINATE TO (podtion title)

Director of Planning and Evauation

EMPLOY EES ANSWERING TO POSITION (title of positions)
Programmers (3)

Thetotd of employeesis 3

GENERAL OBJECTIVE OF THE POSITION

The Information Technology and Data Processing Division has asits main objective to
maintain office equipment in operation and to assure the MINIJUST network aswell as
to update the Ministry website.

ACTIVITES/MAIN TASKS

Source organizationa framework

Coordination and supervison of divison works

Deve opment, tracking and updating the computerization plan of the ministry
Design of computer training plan of ministry agents

Survey and tracking of opportunities for the acquisition of computer equipment
and software

Produce the quarterly and yearly reports of activities
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Other sources

- Continuous support to Ministry users of computer toolsin their daily services;

- Support, to the Minijust and all public prosecutor departments, of communication
network users (SYSCOM);

- Basic administration of the Minijust network;

- Involvement in the design of agents computer training plans from Minijust and
public prosecutor departments;

- Study and tracking of opportunities for the acquisition and installation of new
versions of the computer equipment and softwar e application;

- Performthe general and regular maintenance of the installed Ministry computer
equipment, copiers, faxes and printers,

- Ensure the regular maintenance of computers attached to the network for all
general public prosecutor departments attached to the appellate courts and public
prosecutor departments of the Republic;

- Participate, on behalf of the Ministry, in the organized activities and meetings on
the national level in relation to the governmental policies of technological
development of communication and information;

- Produce the quarterly and yearly reports of activities realized;

Activities foreseen and not yet realized

- Design and continuously update the Minijust Web site;
- Analysis, Programming and Devel opment of programs;
- Maintenance and resolution of problems with the NORTEL network (VOIP)
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PARTICULAR REQUIREMENTS
Have agood knowledge of data processing:
0 Adminigration network
0 Programming notions
o0 Good magtery of currents software
Be available to work overtime;
Trave frequently to theinterior of the country;
Have a mobile tdlephone

POSITION REQUIREMENTS

KNOWLEDGE AND QUALIFICATIONS

The person occupying this position must:
Have sound knowledge of network adminigtration, computer equipment
Maintenance, €tc.
Use English and French,

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A0 in data processing or in gatigtics

EXPERIENCE REQUIRED

Experience of 3 yearsin Data processng.

PERSONALITY REQUIREMENTS

Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make decisions concerning his’her tasks and independent
activities.

PHYSICAL REQUIREMENTS

OTHER REQUIREMENTS
AGE

There are no age redtrictions other than those foreseen by the labor code
WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex C4

DESCRIPTION OF POSITION: DIVISION CHIEF

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Director of Planning and evauation Dividon of Information Technology and
Data Processing

POSITIONTITLE CATEGORY AND GRADE

Programmer State employee

SUBORDINATE TO (title of the position)

Divison Chief of Information Technology and Data Processng

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION
The people occupying programmer’ s positions have as their main objective to be able to

ensure the network administration and to perform the routine maintenance of the
computer equipment, design and ensure the sound operation of the ministry web ste.

ACTIVITESMAIN TASKS

Source organizationd framework

Define and ingtal operation protocol s (access for data queries or modification);
Contribute to ingtall and towards the operation of a human resources management
data base system of the minigtry;

Contribute to the computerization of the minidtry library and cooperation projects,
Contribute to the development of aministry computer master plan;

Produce the quarterly and yearly reports of activities

A programmer respongble for:

Source organizationa framework

Design and digtribute the Ministry Web site
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Update the dte information in collaboration with the depatment administrator
respongble for the minigtry information

Implement programs used by the web ste

Improve the web Site by inserting there the actua ministry objectives

Two programmers in charge of:

Source organizational framework

Information and Office Technology equipment maintenance
Ingtalation of the new equipment and software
Supervision of the maintenance realized by technicians and persons outside the
minisry
PARTICULAR REQUIREMENTS
Have in-depth knowledge of data processing such as:
0 Network adminigtration
0 Assembly of computers and their maintenance
o Ingdlation of programs and their updates
0 Desgn of theweb Stes
Be avallable and patient
Be ready to work overtime
Intervene frequently in public prosecutor departments away from the head office

(insde the country)
Have a mobile telephone

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
Have in-depth knowledge of the data processing
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

Alin Dataprocessng
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EXPERIENCE REQUIRED

Experience of 3 yearsin Data processng and equipment maintenance

PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning hisher tasks and
activities. Be patient to answer calls from ministry agents.
PHYSICAL REQUIREMENTS

OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the minigry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex C5

DESCRIPTION OF POSITION: RESPONSIBLE FOR STUDIES

POSITION DESCRIPTION

DIRECTION DIVISION

Director Planning and evduation Study and Planning Divison
POSITIONTITLE CATEGORY AND GRADE
Responsible for sudies State employee

SUBORDINATE TO (title of the position)

Divison Chief of Sudiesand Planning

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION
People occupying this position have astheir main objective to be able to compile data
and information necessary for the design of minigtry projects.
ACTIVITESMAIN TASKS
Support for the design of ministry projects;
Compile data and information necessary for the preparation of the public

investment program;
Produce the quarterly and yearly reports of activities
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PARTICULAR REQUIREMENTS
No particular requirements
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS

Knowledge of Windows, Word, Excdl, Internet,
Knowledge of English and French

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
Alineconomics, libera arts, Management, Public Adminigtration + 3 years
experience in services responsble for sudies and planning or for economic
development.

EXPERIENCE REQUIRED

Experience of 3 yearsin services respongble for studies and planning or for
economic development.

PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
distribute tasks to subordinates, make decisons concerning his/her tasks and independent
activities.
PHYSICAL REQUIREMENTS

OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the minigry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex C.6

DESCRIPTION OF POSITION: DIVISION CHIEF

POSITION DESCRIPTION

POSITION LOCATION

Centra adminigtration

DIRECTION DIVISION

Director of Planning and evauation Studies and Planning Divison
POSITIONTITLE CATEGORY AND GRADE
Responsible for tracking and assessment State employee

SUBORDINATE TO (title of the position)

Divison Chief of Studies and Planning

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION
Ensure tracking and evduate programs and activities fixed by the ministry action plan.
ACTIVITESMAIN TASKS

Ensure the tracking, the coordination, the assessment and the control of projects
devoted to the Minidtry of Jugtice and indtitutiona relations;
Evauate the redization of programs and activitiesfixed by the ministry action

plan
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PARTICULAR REQUIREMENTS
No particular requirement
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
Knowledge of Windows, Word, Excd, Internet aswell as the Microsoft Project
program
Knowledge of English and French
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
Alin liberd arts, economics, public adminigtration or managemen.
EXPERIENCE REQUIRED
Experience of 3 yearsin services responsible for tracking and assessment.
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
distribute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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I ntroduction

The Division of Legidation and Community services is a Division that has as its main
objective to coordinate all the legislation activities of the country.

This Division is congtituted by:

- 4 divisions, 9 other different services, 2 librarians and 4 secretaries.

A lot of information summarized in this part comes from to the organizationa framework

of February 2003. Following the update to this organization chart, the data are nearly the

same as those of the Organizationa framework
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DESCRIPTION OF POSITION: DIRECTOR OF LEGISLATION AND COMMUNITY
SERVICES

ORGANIZATIONAL CHART
Organizationd chart of the Divison of Legidation and services to the community
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Annex D.1

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminidtration

DIRECTION DIVISION
Director of Legidation and community

rvices

POSITIONTITLE CATEGORY:
Director GRADE: Director

SUBORDINATE TO (title of pogition)

Genera Secretary

EMPLOYEES ANSWERING TO POSITION (title of positions)

Divison Chief (4)
Respongible for various services (9)
Librarians (2)
Secretary (4)
Totd employees. 19

GENERAL OBJECTIVE OF THE POSITION
The Division of legislation and community services has as its main objective to

coordinate all legislation activitiesin the country.

ACTIVITESMAIN TASKS

Organizationd framework

Plan, organize, coordinate, control and evauate Divison activities,
Coordinate legidation activitiesin the country;

Ddliver the legidation and custom certificate;

Collaborate with the nationa and internationa bodies of alegd nature;
Serve notices on extraditions;

Ensure the tracking of the consstency of Divison agents;

Produce the quarterly and yearly reports of Divison activities
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PARTICULAR REQUIREMENTS

Ensure and maintain relaions with the other Minigtry divisons
POSITION REQUIREMENTS

KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and

Internet;

Use English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOinLaw.
EXPERIENCE REQUIRED
Experience of 5 yearsin the exercise of Law.
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
di s_tri_b_ute tasks to subordinates, make independent decisions concerning hisher tasks and
activities.
PHY SICAL REQUIREMENTS

OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS
Observe working hours established for al employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS
No remarks
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Annex D.2

DESCRIPTION OF POSITION: CHIEF OF DIVISION

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIVISION DIVISION

Directors of the Legidation and Services Divison of Legidation and Jurisprudence
POSITIONTITLE CATEGORY AND GRADE

Divison Chief

SUBORDINATE TO (postion title)

Director of the Planning and evaluation

EMPLOYEES ANSWERING TO POSITION (title of positions)
Responsible for different service (3)

Totd employessis 3

GENERAL OBJECTIVE OF THE POSITION

This Divison has as amain objective to provide services and advice on law hills, decrees
and regulations.

ACTIVITESMAIN TASKS

prepare law bills, decrees and regulations;

coordinate the work of legidation initiated in the minisry’ s various legd services,
give legd notices on law bills or regulations;

examine the files relative to presdentia pardon and the contingent release;
produce the quarterly and yearly reports of activities.
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PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the judicia procedure
Asaure and maintain relations with other services of the ministry
Know how to use the Microsoft Project program

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
| nternet;

Have a solid background in human resource management
Use of English and French;

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOin Law with a least 3 years of practice in the field of Law
EXPERIENCE REQUIRED
Experience of at least 3 yearsin thefield of Law.
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
di s_tri_b_ute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS

AGE
There are no age restrictions other than those foreseen by the labor code

HOURS OF WORK

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

REMARKS AND RECOMMENDATIONS

No remarks

126



Annex D.3

DESCRIPTION OF POSITION: DIVISION CHIEF OF COMMUNITY SERVICES
AND INSTITUTIONAL RELATIONS

POSITION DESCRIPTION

POSITION LOCATION

Centra adminigtration

DIRECTION DIVISION

Director to the legidation and community Divison community services and
services inditutiond relations
POSITIONTITLE CATEGORY AND GRADE

Divison Chief of community servicesand
inditutiond relaions

SUBORDINATE TO (title of position)
Director of legidation and jurisprudence

EMPLOYEES ANSWERING TO POSITION (title of positions)

Responsble for various services (3)

Library (2)

Tota employees. 5

GENERAL OBJECTIVE OF THE POSITION

The main objective of this Divison isto ensure good relations between state bodies, the
non-governmenta organizations and civil societies

ACTIVITESMAIN TASKS

Sour ce Organizationa framework

track the keeping of civil gatus acts;

perform the ingpection of registry offices,

examine requests relative to nationdlity;

give legd notices on the case of inhumation and exhumation;

study the problems relative to successions or confiscations;

examine requests for obtaining the legd entity for profit motivated partnerships,
produce the quarterly and yearly reports of activities,
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coordinate programs with a view to promotion of good relation between state
bodies, non-governmentd organizations and the civil society

PARTICULAR REQUIREMENTS
Have a background of the right training
Work with the computer

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this pogtion must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and

Internet
Use of English and French,

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOin Law with at least 3 years of practice in thefield of Law
EXPERIENCE REQUIRED
Experience of 3 yearsinthefidd of Law
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make decisons concerning his/her tasks and independent
activities.
PHY SICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age redtrictions other than those foreseen by the labor code
HOURS OF WORK

Observe working hours established for dl employees by the minigtry: from 7h00 in the
morning to 15h30 with a bresk from 12h00 to 12h30.
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Annex D.4

DESCRIPTION OF POSITION: DIVISION CHIEF OF NOTARY SERVICES

POSITION DESCRIPTION

POSITION LOCATION

Centrd adminigtration

DIRECTION DIVISION

Director of legidation and community Notary Services Divison
services

POSITIONTITLE CATEGORY AND GRADE
Divison Chief of Notary services

SUBORDINATE TO (title of pogition)

Director of legidation and jurisprudence

EMPLOYEES ANSWERING TO POSITION (title of positions)

Responsble for different service (2)
Pool Secretary (2)

Tota employees. 4

GENERAL OBJECTIVE OF THE POSITION

The main objective of this Divison isto coordinate nationd office activities, to
authenticate and file notarized acts.

ACTIVITESMAIN TASKS

Source Organizationa framework

authenticate and file notary acts;

coordinate activities of nationa offices,

collaborate with services responsible for building regigtration;
supervise the public sdes of buildings registered in the saff service;
participate in the definition of the red estate policy and legidation;
produce the quarterly and yearly reports of activities
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PARTICULAR REQUIREMENTS
Have an in-depth knowledge of judicia procedure
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
I nternet;
Use of English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOinLawv
EXPERIENCE REQUIRED
Experience of 3 yearsin the practice of law
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
di s_tri_b_ute tasks to subordinates, make independent decisions concerning his/her tasks and
activities.
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

HOURS OF WORK

Observe working hours established for dl employees by the minigry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.5

DESCRIPTION OF POSITION: DIVISION CHIEF OF HUMAN RIGHTS

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of legidation and community Divison of human rights
Services

POSITIONTITLE CATEGORY AND GRADE
Divison Chief of humanrights

SUBORDINATE TO (title of position)

Director of legidation and jurigprudence

EMPLOYEES ANSWERING TO POSITION (title of positions)
Responsible for different service (2)

Totd employees: 2

GENERAL OBJECTIVE OF THE POSITION

The main objective of this Divison isto coordinate al the activities corresponding to
humean rights

ACTIVITESMAIN TASKS

Source Organizationa framework

Compile reports on human rights;

Collaborate with the nationd and internationd organizations for defense of
humean rights;

Participate in meetings and conferences on human rights;

Participate in the preparation of the commemoretive days of human rights every
year;

Sustain actions encouraging the respect of human rights;

Make propositions concerning the harmonization of the nationa legidation to the
internationa conventions relative to human rights;
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Produce reports
PARTICULAR REQUIREMENTS

Have an in-depth knowledge of judicia procedure
Ensure and maintain relations with other services of the ministry

POSITION REQUIREMENTS

KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as. Windows, Word, Excel, PowerPoint and

| nternet;

Use English and French;

STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

AQinLaw

EXPERIENCE REQUIRED

Experience of 3 yearsin the practice of Law

PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.
PHYSICAL REQUIREMENTS

OTHER REQUIREMENTS
AGE

There are no age redtrictions other than those foreseen by the labor code
WORK HOURS

Observe working hours established for dl employees by the minigry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.6

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIVISION DIVISION

Director of legidation and community Divison of Legidation and Jurisprudence
Services

POSITIONTITLE CATEGORY AND GRADE
Responsble for jurisprudence State employee

SUBORDINATE TO (title of the position)

Divison Chief of Legidation and Jurisporudence

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The main objective of this service isto compile data on judgments and ordinances,
legidation and customs, foreign jurisprudence etc.

ACTIVITESMAIN TASKS

Source Organizationd framework

compile and exploit judgments and ordinances

perform research in field of legidation and customs;

collect the documentation in respect to the comparative law;
prepare compilations of jurigprudence;

contribute to the study of nationa jurisprudence;

compile the documentation with respect to foreign jurisprudence
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PARTICULAR REQUIREMENTS
have an in-depth knowledge of the judicia procedure
ensure and maintain reaions with other ministry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOinLawv
EXPERIENCE REQUIRED
Experience of 2 yearsin the fidd of law
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning higher tasks and
activities.
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.7

DESCRIPTION OF POSITION: RESPONSIBLE FOR CODING

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of legidation and community Responsble for coding
Services

POSITIONTITLE CATEGORY AND GRADE
Responsible for coding State employee

SUBORDINATE TO (title of the position)

Divison Chief of Legidation and Jurisprudence

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The main objective of this serviceisthe preparation of codes and laws, legd reviews,
keeping of alphabetized and chronological tables of the legidation, compilations of
legidation etc.

ACTIVITESMAIN TASKS

Source Organizationa framework

kesping of compilations of legidation, ingtructions, circulars and decisons of a
legd nature;

keeping of dphabetized and chronologicd tables of the legidation;

preparation of codes and laws,

involvement in the preparation of the legd review;

development of the quarterly and yearly activities reports.
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PARTICULAR REQUIREMENTS
Have an in-depth knowledge of the legal procedure
Assure and maintain relations with other ministry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOinLawv
EXPERIENCE REQUIRED
Experience of 2 yearsin the fidd of law
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning hisher tasks and
activities.
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.8

DESCRIPTION OF POSITION: RESPONSIBLE FOR THE LEGISLATION

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIVISION DIVISION

Director of legidation and community Responsible for legidation
Services

POSITIONTITLE CATEGORY AND GRADE
Responsble for legidation State employee

SUBORDINATE TO (title of position)

Divison Chief of Legidation and Jurisprudence

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF POSITION

The main objective of this service isto initiate the work of legidation aswell asto give
the legd notices on bills and regulaions

ACTIVITESMAIN TASKS

Source Organizationa framework

initiate the work of minigry legidation;
give legd notices on law bills and regulations

PARTICULAR REQUIREMENTS
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Have an in-depth knowledge of the judicia procedure
Assure and maintain rdations with other ministry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOQinLaw
EXPERIENCE REQUIRED
Experience of 2 yearsin the field of law
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
dis.tri.b.ute tasks to subordinates, make decisions concerning his’her tasks and independent
activities
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for al employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.9

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of legidation and community Divison of Community services and
Services Indtitutiond relaions
POSITIONTITLE CATEGORY AND GRADE
Respongblefor civil registry State employee

SUBORDINATE TO (title of the position

Dividon Chief of Community services and indtitutiond relations

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The main objective of this service isto ensure the keeping of acts and the inspection of
civil regidry offices.

ACTIVITESMAIN TASKS

Source Organizationa framework

tracking of the keeping of the civil regidry acts,
ingpection of civil regidry offices,
examination of requests reldive to nationdity and changes of name
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PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the judicia procedure
Assure and maintain rdations with other ministry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOQinLaw
EXPERIENCE REQUIRED
Experience of 2 yearsin the field of law
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
di s.tri.b.ute tasks to subordinates, make independent decisions concerning his’her tasks and
activities
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.10

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Central adminigtration

DIRECTION DIVISION

Director of legidation and community Divison of community services and
services ingitutiond relations
POSITIONTITLE CATEGORY AND GRADE
Responsible for the ASBL State employee

SUBORDINATE TO (title of the position)

Divison Chief of community services and inditutiond relaions

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION
The main objective of this sarvice isto analyze dl files corresponding to the ASBL.
ACTIVITESMAIN TASKS

Source Organizationa framework

Examination of requests for obtaining legd identity and change of legd
representatives of the ASBL
Keeping the ASBL register up-to-date
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PARTICULAR REQUIREMENTS
Have an in-depth knowledge of legd procedure
POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as: Windows, Word, Excel, PowerPoint and
I nternet;
Use of English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOinLawv
EXPERIENCE REQUIRED
Experience of 2 yearsin the fidd of law
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
dis_tri_bute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.11

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director to the legislaion and community Divison Community services and
Services inditutiond relaions
POSITIONTITLE CATEGORY AND GRADE
Respongble for inditutiond rdations State employee

SUBORDINATE TO (title of the position)

Divisgon Chief to Community Services and ingtitutiond rdlations

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The main objective of this service isto coordinate the good relations between state bodies
and other organizations.

ACTIVITESMAIN TASKS

Source Organizationa framework

Coordinate programs with a view to promoting good relations between state bodies
and the non-governmenta organizations and the civil society: NGOs, Rdligious
Professions, Professona Associations and Companies under private law.
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PARTICULAR REQUIREMENTS

Have an in-depth knowledge of legd procedure
Asaure and to maintain relations with other minidtry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOQinLaw
EXPERIENCE REQUIRED
Experience of 2 yearsin thefidd of law
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
di s.tri.b.ute tasks to subordinates, make independent decisions concerning his’her tasks and
activities
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.12

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of legidation and community Divison of Community services and
services inditutiond relaions
POSITIONTITLE CATEGORY AND GRADE
Librarian State employee

SUBORDINATE TO (title of the position)

Divison Chief of community services and indtitutiona relations

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION
The main objective of this service is to ensure sound management of the ministry library.
ACTIVITESMAIN TASKS

Source Organizational framework

Organization and management of the minigtry library

keeping of entry and check-out cards of ministry documents;
edtablishment of requirements in generd usage documentation;
purchase of generd usage documents;

supervision of the library maintenance;

inventory of library documents and their physicd date;
production of quarterly and yearly activities reports
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PARTICULAR REQUIREMENTS
Have an in-depth knowledge of legd procedures
Assure and maintain relations with other ministry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A2inLaw and Adminigration or Secretarid + 1 year of experiencein alibrary
EXPERIENCE REQUIRED
Experience of 1 year inthelibrary fidd
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
distribute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age restrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.

146



Annex D.13

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of legidation and community Divison of Notary services
services

POSITIONTITLE CATEGORY AND GRADE
Responsible of the file survey State employee

SUBORDINATE TO (position title)

Divison Chief of Notary services

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION
The main objective of this serviceisto study files, verify their authentication.
ACTIVITESMAIN TASKS

Source Organizationa framework
authentication of acts;
legidation for Sgnature;
production of the quarterly and yearly reports of activities
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PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the judicia procedure
Assure and maintain rdations with other ministry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
| nternet;
Use of English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,

A2inLaw and Adminigtration or Secretarid services + 1 year of experiencein a
library

EXPERIENCE REQUIRED

Experience of 2 yearsin the exercise of law

PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
di s_tri_b_ute tasks to subordinates, make independent decisions concerning his’her tasks and
activities
PHY SICAL REQUIREMENTS

OTHER REQUIREMENTS

AGE
There are no age redtrictions other than those foreseen by the labor code

HOURS OF WORK

Observe working hours established for dl employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.14

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of legidation and community Divison of Notary services
Services

POSITIONTITLE CATEGORY AND GRADE
Divison Secretary State employee

SUBORDINATE TO (position title)

Divison Chief of Notary services

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION
The main objective of this serviceisto prepare and correct documents for sgnature.
ACTIVITESMAIN TASKS

Source Organizationa framework

Prepare documents for submission for the Notary’ s Sgnature
Correct documents for submission to the Notary
Take care of dl other tasks entrusted to hinvher by the Divison Chief
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PARTICULAR REQUIREMENTS

Have an in-depth knowledge of legal procedures
Ensure and to maintain relaions with other ministry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
Use of English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
A2inLaw in Secretarid Studies, Letters, Law, Administration or Socia Studies
EXPERIENCE REQUIRED
Experience of 2 yearsin a secretary's position
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, del egate and
di s.tri.b.ute tasks to subordinates, make independent decisions concerning his’her tasks and
activities
PHYSICAL REQUIREMENTS
OTHER REQUIREMENTS
AGE
There are no age redtrictions other than those foreseen by the labor code

WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Annex D.15

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director of legidation and community Divison of human rights
Services

POSITIONTITLE CATEGORY AND GRADE

Responsble for the judicid newdetter and State employee
popularization of human rights

SUBORDINATE TO (title of the position)

Divison Chief of human rights

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The main objective of this serviceisto develop dl activities corresponding to human
rights.

ACTIVITESMAIN TASKS

Source Organizationa framework

Develop and present radio and television broadcasts on human rights;
Compile reports on human rights,

Collaborate with the national and internationa organizations for defense of
human rights;

Participate in meetings and conferences on humean rights;

Participate in the preparation of the commemorative days of human rights every
year;

Uphold actions encouraging respect of human rights;

Make propositions concerning the harmonization of nationd legidation to
international conventions relaive to human rights

Produce the quarterly and yearly reports of activities

151




PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the judicia procedure
Asaure and to maintain relations with other minidtry services

POSITION REQUIREMENTS

KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:

Know how to use the computer such as: Windows, Word, Excel, PowerPoint and
| nternet;
Use of English and French,
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AQinLaw
EXPERIENCE REQUIRED
Experience of 1 year in thisfidd
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and to
distribute tasks to subordinates, make independent decisions concerning his’her tasks and
activities.
PHYSICAL REQUIREMENTS

OTHER REQUIREMENTS
AGE

There are no age redtrictions other than those foreseen by the labor code
HOURS OF WORK

Observe working hours established for dl employees by the minigtry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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D.16 annex

DESCRIPTION OF POSITION: RESPONSIBLE FOR JURISPRUDENCE

POSITION DESCRIPTION

POSITION LOCATION

Centrd administration

DIRECTION DIVISION

Director to the legidation and community Divison of human rights
services

POSITIONTITLE CATEGORY AND GRADE
Responsible for relations with the State employee

internationa and nationa bodies for

defense of humanrights

SUBORDINATE TO (title of the position)

Divison Chief of human rights)

EMPLOYEES ANSWERING TO POSITION (titles of positions)

GENERAL OBJECTIVE OF THE POSITION

The main objective of this service isto participate in, uphold and to put forward
proposals on al activities corresponding to human rights.

ACTIVITIESMAIN TASKS

Source Organizationa framework

compile reports on human rights;

collaborate with the nationd and internationd organizations for defense of human
rights;

participate in meetings and conferences on human rights;

participate in the preparation of the commemorative days of human rights every
year;

uphold actions encouraging the respect of human rights;

make proposal's concerning the harmonization of the nationd legidation to
internationa conventions relative to human rights;
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produce the periodic reports on the human rights Situation,
produce quarterly and yearly reports of activities.

PARTICULAR REQUIREMENTS

Have an in-depth knowledge of the lega procedure
Assure and maintain relations with other minisiry services

POSITION REQUIREMENTS
KNOWLEDGE AND QUALIFICATIONS
The person occupying this position must:
Know how to use the computer such as. Windows, Word, Excel, PowerPoint and
Internet;
User English and French;
STUDIES UNDERTAKEN, QUALIFICATIONS AND SPECIAL TRAINING,
AOinLawv
EXPERIENCE REQUIRED
Experience of 1 year in thisfield
PERSONALITY REQUIREMENTS
Capable of teamwork, to serve as an example and motivate subordinates, delegate and
digtribute tasks to subordinates, make independent decisions concerning hisher tasks and
activities.
PHYSICAL REQUIREMENTS

OTHER REQUIREMENTS
AGE

There are no age redtrictions other than those foreseen by the [abor code
WORK HOURS

Observe working hours established for dl employees by the ministry: from 7h00 in the
morning to 15h30 with a break from 12h00 to 12h30.
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Task 3. Complete adminisgtrative procedures manualsfor the Planning, Human

Resour ces, Finance, Inventory, Stock, Data Supply and Compilation services.
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Task 3. Complete administrative procedures manualsfor the Planning, Human

Resour ces, Finance, Inventory, Stock, Data Supply and Compilation services.
Introduction

The objective of this manud is to provide the necessary information which will permit
mastering the necessary procedures for the data andysis and processing to MINIJUST
agents especidly in the Planning Division, the data collection services, human resource
Divison (Finance, inventory, sock management and supply).

After reading the financial management procedures manua from June 2000, and while
making the comparison with the current MINIJUST system, we noted that the manud is
gill up to date, there is nothing particularly to modify in the procedures concerning the
Human Resources Divison (Finance, inventory, sock and supply management).

Division Planning and evaluation

This Divison has as its main objective the coordination of al minidry activities.
After the interview we had with the Director of the planning and evauation (ai) Mr.
Ndagijimana Emmanue, we only surveyed the information concerning the following
eements

- Technicd notices

- Represent the minidiry in government mesetings

- Preparation of projects

- Preparation of Ministry policies and sector strategies
- Coordination of projects operating with the Ministry
- Management of correspondences

Thetechnical notices

The Divison of planning and evauation, has specididsin different domains, on thisal
the files that must be processed are sent to this Division by notice

Procedure

- Receavefiles coming from the SG

- givenotices

- send documents back to the SG
Activities (Represent the Ministry in all government meetings)
Procedure

- The SG recaives the invitetion to participate in meetings

- Theinvitation is sent to the Planning Divison
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- Thedirective affects the person specidized in this domain
- Involvement in the mesting

- Edablishment of the report or minutes of the mesting

- Send the copy of this report to the SG

Strategic terms document (July, and August of every year)

This document includes the priority activities, it is established during July and August of
every year, since from this document the budget can be prepared for the following year.
At thetime of thisreport’s preparation, thereis MINECOFIN'’ s assistance.

Preparation of Ministry policies and sector strategies

This meeting is organized in the scope to dlow ministries to prepare the Strategic terms

- Coordination of the meeting by MINECOFIN
- Organize meetings with dl Minidtries
- Give some ingtructions necessary for the execution of strategies and policies

Development of the project

The Division of the Planning and Evauation organizes a the end of every year
(December and January) a meeting with al divisons so as to be able to prepare the
following year' s budget. The following stages are observed:

Procedure

- Organize amesting of divisons (activities to be planned)

- Presentation of activitiesto be planned by the different Divisons
- Andyze and review the feasbility

- Keepwha isfeasble

- Compilation

- Send the proposal to the SG

- Amendment

- Retouching by the Planning Divison

- Deveopment of thefind document

Coordination of operating projectswith the Ministry

Procedure

- Convening of coordination meetings and tracking of project activities
- Use of reports given by the projects
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- Prepare the minutes and recommendations of the meeting report.

Data collection

The Adminigration Divison processes the Satistical data from al public prosecutor
departments of Rwanda, these data are summarized in 15 tables.

The consultant has designed the Satistical form models used in dl public prosecutor
departments and training has been organized with all secretaries of public prosecutor
departments on the use of these forms.

Y ou will find attached the two files designed in Excd for details of forms (Report of
public prosecutor departments and Minijust Report)

N.B. Regarding the design of these forms this work has been donein the first report by
consultant Barema Edouard

Following the assgnment of tasks given to the consultant so as to prepare the procedures
manud in this data collection service, we note that there are no manualsto prepare
because there are no atistica reports which have been prepared in aregular fashion.

Collection of statistical data

Procedure

- Satidtica table models are filled out monthly by the secretaries of each public
prosecutor departments, quarterly and annudly

- Thesefiles are sent in to the Adminigration Divison of the Justice Department.

These data are summarized for processing
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Ligt of Acronymsused in thisreport

Acronym English French
MSD Management Sciences for Development M anagement Sciences for
Inc. Development Inc.
TdeR Termes de reference Terms of Reference
MINIJUST Minigtere de la Justice Ministry of Judtice
DRHSA Direction des Resources Humaines et Department of Human
Services d Appui Resources and Support Services
DPE Direction de la Planification et de Department of Planning and
I’Evaudion Evaduaion
DAJ Direction de I’ Adminigtretion de la Department of Justice
Jugtice Adminigration
DLSC Direction de la Légidation et Servicesa Office of Legidation and
la Communauté Community Affairs
SCAJE Service du Contentieux et des Affaires State Legd Affars& Litigation
Juridiques de | Etat Department
AUGECO (Rwandan Auditing and Management AUGECO
Consulting Hrm)
OAG Office de !’ Auditeur Générd Office of the Auditor Generd
Cs Cour Supréme Supreme Court
PGCS Parquet Général presla Cour Supréme Office of the Attorney Generd
MINECOFIN | Ministére des Finances et dela Minigtry of Finance and
Panification Economique Economic Planning
MINITRAP Ministére des Travaux Publics Ministry of Public Works
CNFJ Centre Nationd de Formation Judiciaire Nationd Judicid Training
Center
DAFL Divison des Affaires Financieres et de Depatment of Financid and
laLogigique Logidicd Affars
DGDRH Divison Gegtion et Développement des Department of Management and
Resources Humaines Human Resource Devel opment
ARD Asociaesin Rurd Development Asociatesin Rurd
Development
USAID United States Agency for Internationa United States Agency for

Deve opment

International Development
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